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General CHP Information - Fall 2004/Spring 2005

· The CHP operates Monday through Thursday at Crayton and Hand Middle Schools from 3:45 to 5:55pm.

· Counselors staff the CHP by working either a Monday & Wednesday shift or Tuesday & Thursday shift.

· Counselors are expected to arrive by 3:35pm and stay until 6:00pm.
· In the event of extreme weather, check Richland One’s website http://www.richlandone.org/ to see if school has been canceled for the day.  If either the rest of the school day or just after school programs have been cancelled, then you do not need to come to CHP that day.  Call your program supervisor if you are unsure.
· Counselors are expected to abide by Richland One School District’s dress code

· Casual dress is acceptable (wear shoes that allow participation in recreation time).
· Counselors will be talking with teachers, parents, and school administration, so no midriffs, no tube-tops, no short skirts, and no ripped clothing or clothing with holes.

· Counselors will receive group supervision once a week and will make case presentations during that time.

· Group leaders will receive advanced training specific to the groups they lead.
· Individual supervision is available for all counselors upon request.
· Family counselors will receive bi-weekly supervision in addition to CHP group supervision.

CHP Schedule 

· 3:50 to 4:05 – Agenda book check, level system assignment, and snack
· 4:05 to 4:40 – Skills Group 1
· 4:40 to 5:15 – Skills Group 2

· 5:15 to 5:40 – Recreation time

· 5:45 – Out to busses and cars
Check In Procedures

General Notes


All CHP staff should arrive at the school no later than 3:35 (unless otherwise arranged with one of the CHP directors).  Each CHP staff will be assigned a teacher whom they should contact at least once each week to find out weekly projects/homework assignments, find out about missed assignments, and get other updates on the students in our program.  Staff should use time before the program begins to update the homework/weekly assignments from their teacher in the homework binder for that specific grade (6th or 7th).  This time may also be used to find out if any of our students have missing assignments that should be completed (if teachers are available).  Before the program starts, counselors should collect the student folders needed for the group they will be teaching that day, and verify that the folders have all appropriate forms, as well as the appropriate daily and weekly report cards.  (Remember, only students on levels 1 and 2 need a daily report card.)

Check-In Schedule


Students will begin arriving very soon after the bell rings at 3:45.  As students arrive, staff should encourage them to get out their agenda books/sheets and have the agendas checked in order to receive snack.  (Refer to the Behavior Card and Folder section, located later in this section of the manual.)  Counselors assigned to check agendas should check the number of assignments each student has written down for that day (out of 4) when they first come to be checked in, record the number on the back of the students’ respective cards, and prompt each student to write down any assignments they have not already recorded correctly.  The number of assignments recorded on the behavior card must reflect the number of assignments the student had upon initial check-in (not after the counselor has prompted them).  Students are allowed to go get missing materials and assignments during this time; however, they should be reminded that they will miss snack time for this.  Those students who have left homework materials at home should sit out five minutes before they are allowed to get snack.  They cannot get their behavior card from the counselor without writing down SOMETHING for 4 out of 4 classes, even if the student writes “no homework” for every class.  You may want to remind them of what is actually recorded.  The students can write things down when they come in before they check in and that’s okay (not preferable, obviously, but okay).  Remind them that staff will be checking accuracy and that their percentage will go down if we find out they missed an assignment (homework accuracy affects the students’ level assignment for the following week).
When students check in on Mondays, they find out what level they are on for the week.  Some students may be upset, so be prepared to review with them how they got on that level.  If they are on level 1, remind them they will be re-evaluated after Tuesday and if they show marked improvement in the program on Monday and Tuesday (i.e. meet criteria for level 2 according to the level system checklist), they will be switched to level two (but no higher) for the rest of the week. 

After students check in with the counselors, they may get their snack which is determined by the level they are on (see the “Level System” section of this manual).  Students are NOT allowed to share their snack with students on lower levels.  Students on level 1 should be closely monitored to ensure that they do not take higher level snacks or intimidate other students into sneaking better snacks to them.  Students must finish their snacks during snack time and cannot take their snacks to groups.  Extra snacks must be thrown away before groups start.

After students have gotten their snacks from the snack table, they should sit down and begin working on homework.  Counselors should walk around and prompt students to start homework and make behavior calls as necessary.  The first few days, counselors can also use this time to get to know the students and talk to them about their interests.

At 3:55 every day, all students should be instructed to begin clean up and get ready to go to Skills Groups.  Anyone who needs to go to the bathroom should be prompted to do so at this time (remember, a counselor needs to accompany students on levels 1 or 2 so that they may be closely monitored).  At 4:02, students who transition to other classrooms should line up at the door.  Staff should monitor students as they transition and make any necessary behavior calls.  The first skills group should begin promptly at 4:05.  


If a student has not arrived by 4:05, a staff member or supervisor should call the emergency contact number listed in that student’s folder to inquire about the student.  If the student has an excused absence, this should be recorded in the Comments section on the behavior card.  If the child has not been excused by parent or CHP supervisor (Kristin, Josh, or Wes), the student should be marked as not having properly recorded homework (0 out of 4) and the unexcused absence should be recorded in the Comments section on the behavior card.  If a student is suspected to still be on school grounds, an announcement should be made for the student to report to the front office, where a program supervisor or staff will meet that child. 

Student Advisory Council


On Mondays, students who are on levels 3 or honors get to attend the Student Advisory Council (SAC) which is a privilege of these two levels.  They get to meet in a separate room (just on Mondays) during the initial 20 minutes of the program and get a special snack that they voted on the previous week such as pizza or brownies.  They also get to suggest recreation activities and other possible improvements to the program.  All students should check-in normally on Mondays, but students who find out that they are on level 3 or honors should be told to go and get a drink as normal from the snack table, and then report to the designated area for the SAC (the cafeteria at Hand, TBA at Crayton).  The SAC is run by Kristin or Josh.  Students should return to their regular check-in classrooms in time to prepare for their next group.

Check-In Materials

One person will be assigned to each room that CHP uses in order to make sure all materials are prepared before the arrival of the students.  The program assistants (Jonathan or Tess) are responsible for providing these materials and purchasing new supplies when necessary.  Materials include level one, two and three snacks; napkins and cups; trash bags; behavior cards; student folders with treatment plans and appropriate report cards (daily and/or weekly); student schedules; and the homework binder.  Materials should be organized for check-in, then appropriate folders and behavior cards should be picked up by the respective group leaders who should check that the folders have all materials they will need for that day.  Organization group leaders should take the hole-punchers with them to be used during group.  All group leaders should check the front pocket of the homework binder for any Missing Assignment Reports for kids they have in group that day.  If students have time to work on homework during group that day, have them complete these missing assignments first.  If they do not have homework time in your group, tell the student about the missing assignment and make sure they have appropriate materials to complete it at home.  Level 1 kids will need to finish the assignment during recreation.  Students on other levels can take the assignment home, but should be told that their parent will need to sign the report to show they did it, and return it to us within two days.  Write a note about this on the student’s daily report card and make a note for yourself about what the assignment was in case the child loses the Missing Assignment Report form.  If any child returns a Missing Assignment Form, it should be placed in the back pocket of the appropriate grade-level Homework Binder.  This is where the counselor who sent home the assignment should check (on their next shift day) to see if the child brought it back.  If he/she did not bring it back, then the counselor who sent the assignment home is responsible for following up.  You can ask the child if they finished it, but do not take their word for it unless they have it to show you.  Check with the teacher to see if it was turned in (if the child says it was), or make sure the parents are made aware of the missing assignment.  This could mean telling them when you walk the child to the car after CHP or having a supervisor call the parent at home.
Materials needed during check-in time:

Folders:  Each student has a folder containing all of the information for their different groups.  The front inside pocket should have a log sheet for you to record any information about that student that you would like for other staff members to note.  Front inside pocket should also hold Weekly Progress Reports (for all students) and Daily Report Cards (for level one and two students).  Any appropriate notes should be recorded on these cards by respective group leaders, and handed out at the end of the appropriate day. As the titles indicate, Daily Report Cards must be filled out every day (be sure to comment on what was immediately relevant to their performance in group that day) and Weekly Progress Updates must be filled out once per week and sent home on Mondays (on the WPU, you should make more general comments about the student’s progress in your group).

A treatment plan sheet should be the first page in the folder.  This sheet will list any specific intervention programs that the child may be on, and sometimes forms or tracking sheets will need to be checked by the Agenda Checkers at the beginning of each program day.  Agenda Checkers should look at this sheet to see each student’s plan (plan may include getting teacher signatures in agenda book) and record on the behavior card whether the student met whatever the criteria was.

Behavior Cards: Behavior cards should have name and date on the front of the card, and the group the child will be attending that day on the back of the card. On the back of each card, Agenda Checkers are responsible for recording each student’s time of arrival; the number of correct assignments recorded by student; whether that student has his or her appropriate materials to complete homework (homework may include studying for an upcoming test); and number of teachers’ signatures, if appropriate.  Any other notes that may pertain to the student’s treatment plan (rewards or punishments) should be written in the appropriate section for notes on the front of the behavior card and in the respective section on the intervention sheet, located in the front section of the student’s folder.  A note about whether students have the “correct assignments” recorded: because we cannot check with every teacher every day, we have to assume that if the child has the homework written down that it is correct.  We also assume that if they have “no homework” written down that this is correct.  However, if we find out later that program day or even later that week that they were incorrect, the counselor should go back to the student’s card and revise the “number of assignments written down” to reflect the student’s actual accuracy.

Student Schedules and Homework Binder

If time permits, counselors should try to check students’ homework recording accuracy during snack time.  Accuracy can be checked by using the student schedule sheets to check with other students in the same classes and by looking at the homework binders to see if any counselors have recorded upcoming assignments.  Counselors should double-check the students’ agendas wherever possible if it is not accomplished during check in or snack time.  CHP staff should try to send the message that staff will find out if they are not recording their homework accurately so students should write down all of their homework properly from the outset.  

If you visited a teacher that day and you KNOW certain kids have certain homework, you can check any student’s agenda throughout primary time (and at any time during your group) and mark off kids who missed writing down that assignment.  Be aware that some kids are in different levels of a class (advanced or not) and that homework may vary slightly among different periods, so be sure you clarify that with a teacher.  Note:  Changing the number of correctly recorded assignments on the back of a student’s behavior card should only occur if the staff is relatively certain this student has incorrectly recorded his assignment.  The CHP grades students’ homework recording accuracy, and to do this, staff begin the program by believing the students and giving them 100% credit for whatever they have written down.  If a staff member finds out that a student has incorrectly recorded an assignment, credit should be taken away for writing down that homework assignment..  So, if the student writes down that they have math homework and writes “none” for the other three classes, we would give them credit for writing down 4 out of 4.  If, however, we then find out that they have Science homework, a staff member should change the “4 out of 4” to read “3 out of 4” on the back of the student’s behavior card.  CHP supervisors will be checking the accuracy throughout the program by calling the homework hotline when time permits, but staff should also correct kids based on whatever homework information is available to them, such as checking the homework binder.  Sometimes just asking another student who always knows their homework is enough to prompt the student in question to “remember” an assignment they had forgotten to write down.  For example if you check in one student who is sure that they have a science test tomorrow, you could then go check the schedules to see who else has that teacher and see if these other students also recorded “science test tomorrow.”  You’ll hopefully get an “oh yeah” response.  Thank those students for being honest, have them write the assignment down, remind them to be more careful about writing down homework, and change their accuracy on their card.  If a student gives an “I don’t have a test” response, the staff member should tell the student that a staff member will double-check the homework hotline (and/or double-check with other students in the class).  Again, the program’s goal is to teach students to remember that staff are not doing this to be mean, but that we think that all students need to write their homework down in order to get it done and do well in school. 
On-task Behavior


One of the main characteristics of youth with ADHD is difficulty remaining on-task and focused when completing tasks.  In almost every group in CHP, students will be expected to spend at least some time working independently on homework or other assignments.  During this less structured time, and even during regular group time, it is very important to use effective strategies to keep the students appropriately engaged or “on-task.”  Listed below are some potential interventions that group leaders can utilize to promote on-task behavior.

1) Verbal Prompts – group leader verbally praises a student for remaining on-task. 

Verbal prompts should be used frequently when students are working quietly.  The group leader should provide verbal praise as often as every two minutes during group time.  Example, “you’re really doing well,” “I appreciate the way you are working,” “Please wait to talk with John until recreation time, only 10 minutes of group left”.

2) Defining On-task – if you want a student to behave in a certain manner (e.g., remain on-task) it is essential that you operationally define the behavior you expect.

For example, remaining on-task could be, not talking, looking at the teacher, writing down definitions, sitting quietly, etc.  The group leader needs to be specific with how they want group members to act. E.g., “in the next 5 minutes you need to complete five math problems” or, “I need you to face the wall and not make any noises for the next 5 minutes.” 

3) Tracking On-task Behavior – This involves verbally defining on-task behavior for the student and then closely monitoring and recording their performance during a specified time period.

The group leader should mark a (1) for on-task and a (2) for off-task.  The group leader should closely watch the target student and mark a 1 or a 2 every 15 to 30 seconds.  Let the student know what you are doing and set a goal for him or her to reach.  For example, “I am going to see how well you can work on math without looking around the room or talking to any of the other group members.” “Let’s see if you can stay on-task 80% or better during the next 5 minutes.”

4) Using Rewards – this involves setting an on-task goal for a target student or group of students and then offering a reward or privilege for successful goal achievement.

Rewards should be achievable immediately after the goal is completed. Example rewards are, time to talk with group members, time to go get a drink, 10 skittles, or 1 piece of candy.  The group leader should specifically define what is meant by “on-task”, how long on task behavior is expected, and what the reward will be for achieving the goal. Example:  “If you can complete five math problems in the next five minutes you can talk with John for five minutes”.  

Homework Time

In all groups, if you finish with your group content before the end of group time, students should be instructed to work on homework or study for an upcoming test.  Rather than just saying, “Do your homework,” here are a few things to keep in mind:

· Have students start with their hardest assignment so that you can help them.
· If students need to study, they should use a method from academic interventions group (i.e. create flashcards, take notes, etc.).
· If students say they have no official homework, ask if they have a test coming up soon.  In any case, they should still be studying every night in any class where they earned a D or F on their last grade report.
· Before the student begins, talk with the student about how much of the assignment they expect to get done within a certain amount of time (i.e. next five minutes, before the end of group, etc.).
· Perform at least one accuracy check while the student is working – either look over their work if it’s concrete such as with math problems, or ask them an attention check question if they are reading something (for example, ask them how far on the page they have gotten, take the book away, and ask them a question that they should be able to answer if they had been paying attention).
· If a student consistently says they have no homework but you know that this is not the case, then we can develop a set of math sheets or other assignments for them to do when they say they have no homework.
Individual Goals Group
Task Summary
· All CHP students participate in individual goals group once a week for 35 minutes
· Group leaders are responsible for reviewing students’ grade and discipline records found in the front pocket of the CHP folders (on-site) and students’ parent and teacher ratings (RCCF, DBD, and Classroom Performance Survey) found in the CHP files (Barnwell 528), prior to the 2nd goals group meeting.
· The group leader is responsible for recording attendance on each student’s behavior card if it has not already been recorded. 
· The group leader is responsible for completing the individual goals group section of the CHP daily report card for any student on Levels 1 or 2 by the end of group.
· By the end of the program day, the group leader is responsible for filling out the individual goals group section of the CHP weekly report card for each student they have in group. 
· The group leader is responsible for establishing one goal for each student by the end of the 2nd week of CHP and discussing this goal with the student.  
· The group leader should complete the CHP Goal Tracking Form in the front of each student’s CHP folder.  This form should specifically indicate what is to be checked during CHP agenda check-in (i.e. agenda signatures or DRC initials); what the associated rewards and consequences are; and when and how they should be implemented (e.g. how many minutes of free time can be earned, what activities can be done during free time, and when they can use their free time).
· The group leader is responsible for establishing a second goal for each student by the end of the 4th week of CHP
· The group leader should spend approximately 10 minutes working individually with each student during each 35 minute goals group.  When students are not working with the group leader they should be completing homework.  Each student should be given a specific work completion guideline during this time.  
· During each individual goals group counselors must update the measures section of the goal tracking sheets and have goal progress graphed before the week’s supervision meeting.
Procedures
Individual goals group enables CHP staff, teachers, and parents, to closely monitor and track students’ progress.  The group allows students and their families to specifically target one or two areas for improvement depending on the individual needs of the student.  While the other CHP groups help all students work to improve organization, study skills, note taking skills, and time management skills, the behavioral and academic functioning areas most important for a student’s success will vary from student to student. For example, certain students may quickly excel in having their homework assignments accurately recorded while others will struggle and need extra assistance.  Or, one student may be getting all A’s and B’s but has detention weekly, while another student is failing, but is not experiencing any behavior problems. Individual goals group allows the family, student, and group leader to collaboratively determine which areas are most important to target. The 3 to 1 student to staff ratio allows each student to receive individual attention and target specific, relevant, areas for change.  
The two main areas targeted in CHP with individual goals group are behavioral and academic functioning.

Information Sources -

· In each student’s CHP folder there should be a copy of the most recent grade report and a discipline record for the first half of the school year.

· In each student’s CHP file located in room 528A of Barnwell there should be copies of the RCCF, Parent DBD, and Teacher Classroom Performance Survey completed by two of each child’s teachers and his/her parents.

· Based on this information the group leader should establish Goal # 1

Example Interventions:

1) Potential Problem Areas –


a) Difficulty paying attention during class


b) Failure to complete class-work


c) Disruptive behavior during class

Interventions -


· The group leader should establish a Daily Report Card (DRC) with a student’s teacher for any student experiencing one or more of the problems listed above (see Appendix for example daily report card).

· Not all teachers will be willing to rate students on a daily basis because of the amount of work involved.  These teachers should be approached about possibly rating every-other day or weekly, when daily is not acceptable.  

· Some teachers are not willing to utilize the DRC method, but are willing to put weekly progress reports in the CHP box each Friday.  At Crayton, many of the 6th grade teachers already print out weekly information on homework assignments completed as well as tests and quiz grades for parents to sign.  These teachers are usually willing to place an extra copy in the CHP box.
· Steps to follow when creating a Daily Report Card:
a. Contact the teacher(s) where you want to implement a DRC, explain the process, ask for the teacher’s feedback, and work collaboratively to determine the best system.

i. CHP students are required to show the DRC to the teacher immediately following class and should ask the teacher to rate them.

ii. Teachers should not be expected to remember to complete DRC’s independently of the student bringing up the form and asking.

b. Students should be required to get a DRC signed only in those classes where he or she is experiencing the most difficulty to reduce teacher workload.  
c. The DRC should be short.  Typically the teacher is asked to rate no more than 3 areas of behavior such as on-task, disruptive, and work-completion.
d. The DRC should be three-hole-punched and placed in the front of the student’s school three-ring-binder.
e. The DRC should cover at least one week and extra copies should be in the binder at all times.

Contingencies –
Ideally any student getting a DRC completed will have contingencies put in place both at the CHP and at home.  There should always be both a reward and consequence in place.
When the reward is time earned such as 5 minutes of free time or 5 minutes of computer time it works best when at least 10 minutes of time must be accumulated before the student can use the minutes.  This is because 5 minutes of free time is not enough to start, set-up, and complete most activities.  

Example CHP Contingencies –

a) 5 minutes of free time for each teacher initial – 5 minutes of missed rec. for each initial student failed to get
b) 15 minutes of free time for 100% teacher initials (4 out of 4), 5 minutes of free time for 75% completion (3 out of 4) - 15 minutes of missed rec. for 0% completion (0 out of 4), 5 minutes of missed rec. for 25% completion.

c) 100% signatures student can go out to rec. 15 minutes early to help set up field and to throw the football or Frisbee

d) 5 minutes of time to play games on CHP computers for each initial received – 5 minutes in rec. detention for each initial missed.

Students can also earn candy, pens and pencils, time out of the academic remediation group, time spent with a particular counselor, etc..
During recreation one CHP counselor is always assigned to staff recreation detention so that those students who have accumulated consequences have a place to work on homework while monitored.

Example Home Contingencies – The group leader should discuss with each student’s family counselor how to set up and implement contingencies at home.  

2) Potential Problem Areas – 

1) Failure to turn in homework

2) Low test scores

· These 2 difficulties are commonly experienced by CHP students. It is imperative that the group leader determine why the student is having these difficulties before implementing an intervention.

1) Does the student you are working with get low test scores or fail to turn in homework because of organizational issues?
· Commits assignments to memory instead of recording them in agenda book.
· Loses worksheets in binder, book-bag, or locker.
· Leaves homework at home even after it is completed.
· Loses homework at home.
· Forgets to bring home necessary materials (i.e. textbooks)

2) Does the student you are working with get low test scores or fail to turn in homework because of knowledge or skill issues?

· Student is not asking for help.

· Student completes assignments incorrectly and is embarrassed to turn them in.
· Student is having difficulty with subject matter and underestimates how long assignments will take.
· Student does not understand subject matter and avoids doing it knowing it will take a long time.
· Student is not spending enough time studying for tests.
3) Does the student you are working with get low test scores or fail to turn in homework because of a lack of structure at home?

· Parents/guardians don’t know to check agenda book.
· Parents/guardians don’t ask to see completed homework.
· Parents/guardians don’t quiz student on test material.
· Parents/guardians work after-school and in the evenings and aren’t home to monitor.
1) Organizational Interventions –

a. Set up contingencies for accurately recording homework in agenda book.
i. E.g., - student receives 5 minutes of computer time for each class where homework is accurately recorded and must work on homework during rec. for 15 minutes if homework is not written down at all.
b. Set up contingencies for getting teachers initials in agenda book.
i. E.g., - student receives 5 minutes of time throwing the football with a particular counselor for each teacher initial (initials indicate student recorded homework accurately) and must work on homework during rec. 5 minutes for each missed initial.
c. Set up contingencies for bringing all materials needed for homework to CHP.
d. Set up contingencies for use of CHP homework folder.
e. Have a parent initial agenda book when work gets finished.
f. Have a parent initial agenda book when homework is placed back in CHP homework folder.
2) Knowledge or Skill Interventions -

a. Student is given extra time during CHP to work on homework.
b. Student works individually with counselor during rec. on basic skills.
c. Set up a curriculum based assessment and intervention.
d. Student gets drilled on flash cards for 15 minutes during CHP.
e. Parent initials agenda book that he/she quizzed student on test materials.
f. Parent initials agenda book that he/she drilled student on flash cards.
g. Parent initials agenda book indicating that he/she checked student’s completed homework for accuracy.
h. Have student write in agenda book as part of recording daily homework how many minutes each night he/she will study for hardest subject.
i. Have student complete a daily planner to schedule evening activities.
3) Family Structure Interventions –

a. Any intervention that includes working with the family should be directed to the student’s family counselor.
b. Provide family counselor with information gathered about homework completion and low test performance.
c. If the student is not assigned a family counselor the group leader should call or e-mail families at least bi-weekly with individual goals group updates.
d. During phone contact group leaders may suggest brief interventions such as having parent initial that he/she saw agenda book daily.
The CHP requires that Individual Goals Group leaders record goals, methods, and measures for each student in the program.  The following is a brief description of the goal writing process.

Writing Effective Goals, Methods, and Measures –

There are four keys to setting effective goals.  Goals must be:

1) Operationalized

2) Realistic

3) Short-term

4) Measurable 


Operationalized goals are very specific and make it obvious when a student achieves or fails to achieve a goal.  Here are some examples of non-operationalized goals:  John will improve his behavior during the second marking period, or Mary will show an increase in academic functioning during the next 6 weeks.  In order to operationalize these goals they need to be written in very specific terms.  Here are two possible ways to operationalize the example goals:  John will receive no more than two detentions and will receive no suspensions during the next two weeks or, John will have at least three contributings each CHP day and will have no more than two teasings each CHP day during the next week.  Mary will turn in at least 90% of her science and math homework during the next two weeks or, Mary will score no lower than a C and will achieve at least two B’s in Science during the next two weeks.  Operationalized goals make it clear to everyone what is expected of the student and when the completion of the goal is expected.

Realistic goals are goals that the student can achieve.  Students will not make an effort if they do not believe that they can achieve a goal.  CHP students are often caught in a pattern of repeated failures and may have given up in a number of areas.  In order to get students invested in the goal setting process, they must learn that they can have success within the CHP. Many times CHP students and families will want to set a goal having to do with improving low school grades.  Many of the students in the CHP have received D’s and F’s on their report cards for a period of years.  Nevertheless, many students will say that they would “like to get all A’s,” even if they have a history of receiving low grades.  In a case where a student has this history of low grades, setting the goal to receive no grade lower than an A on the next report card is not realistic.  A more realistic goal would be – John will get no F’s on Science tests and will receive at least two C’s on Science tests during next three weeks.   

Short-term goals have an end-date close enough that students are not likely to forget about the goal or lose motivation.  Many of the students in the CHP are diagnosed with ADHD.  One of the most important principles for working with youth who are diagnosed with ADHD is to make consequences or successes as immediate as possible.  Many parents and teachers fall into the trap of setting goals with rewards that cannot be earned unless the child demonstrates weeks or months of good performance.  For example, a parent tells the student that if they get all A’s during the first half of the school year, they can have a bike for Christmas.  Another reason to make goals short-term is to prevent students from becoming discouraged.  If a student is having trouble achieving a goal with an end-date that is a month away, the student is likely to become discouraged and stop trying.  For example, if Mary gets no more than 3 teasings each week for the next month she earns extra recreation time.  If Mary were to receive 4 teasings during the first week she then has no reason to continue making an effort.  Therefore, when setting a contract or a goal with a student in the CHP, the goal should be set with an end-point of no longer than a week or two away. For example, if during the next week John turns in at least 90% of his math homework, he earns a half an hour of video game time during the CHP or; everyday that John comes to the CHP with all appropriate materials, he may go out to recreation period 10 minutes early.  

Measurable goals refer to behaviors that occur frequently enough to track them daily or at least weekly.  If a student only has the opportunity to demonstrate a behavior and succeed with that behavior once a month, goal progress cannot be tracked and goal success or failure is dependent upon one instance of behavior.  Certain infrequent behaviors are not easily measurable and need to be broken down into smaller components.  For example, if Mike currently gets an average of one suspension per month, a goal might be to reduce the number of suspensions Mike gets.  While this is a high rate of suspension occurrences, an entire month would pass before one could record whether or not Mike achieved or failed to meet his suspension goal.  One way to break down the suspension goal to make it more measurable is by examining certain behaviors that are likely to lead to suspension, like disruptive and off-task behaviors.  If, for example, a teacher says that Mike’s yelling and cursing is what gets him suspended, those behaviors can also be measured.  A goals group leader could track Mike’s cursing daily by having his teacher’s complete a brief daily report card regarding Mike’s behavior and by recording any cursing from Mike during the CHP.  This will give Mike daily opportunities for success and will allow for goal tracking and progress monitoring. 
Rewards & Contingencies

Many of the above-listed interventions suggest setting up contingencies to encourage certain behaviors.  The following is a description of how to set up contingencies.


Adolescents can be motivated to achieve goals in a number of ways.  An adolescent in the CHP may be motivated to achieve solely because he or she has developed a strong relationship with a CHP counselor or because the he or she is experiencing success and wants to continue succeeding.   Sometimes however, adolescents in the CHP will not be motivated to work towards goals unless they are rewarded for doing so.  Through the use of external rewards we can often get CHP adolescents to experience success, leading them to become internally motivated to achieve in the future.  The ultimate goal is to find a reward system that works well within the CHP and then to get the student’s parent(s) to utilize the system.  This process helps to ensure that skills learned and demonstrated in the CHP generalize to the home environment.  Each student in the CHP has a graduate student assigned to that family as either a family counselor or at least a family liaison.  The group leader should discuss with the family counselor the possibility of setting up a home-based reward system.  Within the CHP the level system is set up to reward students for making progress towards goal achievement.  There are also other reward options.
For example,

· A student can earn time out of one of the CHP education groups to have free time.
· A student can slowly earn their way out of the CHP, by reducing the number of days they must attend.
· A student can be given additional snacks or treats.
· A point system can be set up to allow the student to earn privileges at home such as movies, less chores, more video game time, etc..
When providing rewards to motivate goal achievement there are three keys for success:

1) Immediacy 

2) Consistency

3) Saliency (strength)

Immediate rewards are provided as soon as possible after a desired behavior has been demonstrated or a specified level of goal progress has been achieved.  Immediacy is especially important when dealing with youth with ADHD.  If rewards are not provided immediately following a desired behavior or goal achievement, the adolescent will most likely fail to see a connection between the goal achievement and the reward.  Often, the best way to provide an immediate reward is to use verbal praise.  In the CHP, anytime an adolescent demonstrates a positive behavior, counselors should verbally recognize that behavior.  If counselors feel that verbally recognizing the behavior may be embarrassing to the adolescent, they can wait for a more appropriate time or use more discrete praise such as a nod or a pat on the back.  When setting goals in the CHP individual goals group, adolescents should be able to achieve rewards daily or weekly.  This way, counselors can record goal progress in the students’ folders, and each student can have a physical documentation of their goal progress.  A goal that states, “If John receives all C’s and at least two B’s on the 2nd report card, then he will get out of homework/time management group for two weeks,” is not immediate.  A more immediate goal would be, “If John receives a B or better on Monday’s math test, then he gets 15 minutes out of homework/time management group in CHP on Tuesday.”  

Consistent rewards are provided every time a student demonstrates a desired behavior or shows goal progress.  If an adolescent is promised a reward and achieves goal progress, but is not given the reward, he or she is not likely to continue making an effort towards achieving the goal.  The principle of consistency is related to the idea of trust.  The adolescent needs to trust that if he or she makes an effort to change some aspect of their behavior, the counselor will make the effort to follow through with the promised reward.  For example, a reward system in the CHP may be set where an adolescent receives 5 minutes off of education group for every homework assignment written down.  If a CHP counselor only checks the homework book and provides free time occasionally, the adolescent will assume that writing down homework is not really a priority.  Furthermore, even if the CHP counselor remembers that they have not been checking, apologizes, and sets a new reward, trust is already lost and the adolescent is not likely to agree to the new reward system.  

Salient rewards are rewards that are meaningful to the adolescent and have enough strength to provide motivation.  This concept is not only relevant to adolescents but to adults as well.  For example, a professor tells a class that they can write a 5-page paper to receive 20 extra-credit points.  If the total class is out of 200 points, 20 points of extra-credit are likely to be salient (worth doing the paper for).  However, if the class is out of 1500 total points then the 20 points of extra-credit may not be salient and the majority of students will probably not complete the paper.  When setting up reward systems for students in the CHP, the rewards need to be salient.  It is important to keep in mind that what is salient for one student may not be salient for another.  For example, a student can earn five dollars for completing their agenda book every day for a week.  For a student who already receives a 35 dollar weekly allowance, a 5 dollar reward is less likely to motivate them to achieve, compared to a student who receives a 10 dollar weekly allowance. Within the CHP, certain adolescents will be motivated by getting out of education group while other will be motivated by extra snacks or candy.  It is essential that CHP counselors choose a salient reward when setting up a reward system.
Academic Interventions Group

Study Skills/Note-taking 
· All CHP students participate in the academic interventions group once a week for 35 minutes.
· By the end of each group, the group leader is responsible for writing in the notes section of the CHP daily report card for any student in that group who is on Level 1 or 2.
· The group leader is responsible for filling out the Academic Interventions group section of the CHP weekly progress update for each student they have in group by the end of the program day.  If the student did not attend Academic Interventions group that week, the group leader should write “absent from group” on the student’s Weekly Progress Update.
· The group leader has the option of placing group discussion rules “in effect” for all our part of a group, but the group leader must verbally alert the students whenever they decide to place these rules “in effect” or take them “out of effect.”
· Students can and will master skills at different speeds.
· The group leader is responsible for starting the group promptly and wrapping up with 3 to 5 minutes of group time remaining.
· The group leader will need to use the education group tracking sheet found in each student’s folder. The group leader is responsible for completing this form for each student upon completion of each group, and should record an “A” for any week that a student is absent from group.  
· If students finish with the day’s task, they should be instructed to begin working on homework or studying for an upcoming test.  Use the guidelines set forth earlier in this manual under the heading “Homework Time,” making sure to monitor the students and perform accuracy checks while they work on their homework.
· Group leaders are responsible for making sure all Academic Interventions paperwork is clear enough so that the students’ primary counselors will be able to summarize their progress during supervision meetings.
· The forms needed for this group (along with detailed instructions about the specific modules) will be given to the academic group leader in a separate packet.

Procedures
Academic Interventions group involves instruction in educational skills such as note-taking, study skills (such as the creation and use of flashcards), test-taking skills, and summarizing and writing skills.  The group is divided into four phases, where mastery of one phase facilitates mastery of the next. This structure allows for each child to move at his/her pace. Primary counselors can include individual interventions and goals designed to support the child’s progress in the group. 
Each Phase has two components, an instructional component and an application component. That is, for each skill, the student is taught the basics of the skill in the Instructional component, and they practice using the skill in group.  Then, when they have mastered the skill in group, they begin to apply it outside of CHP in the Application component.  While they’re applying the skill they just learned to situations outside of group, they begin learning a new skill in group.  Advancement through the phases of each component is sequential and dependent on mastery of the prior phase of that component; however they are not completely interdependent. For example, if a student masters the Instructional component of note-taking from text, they would move from Phase II to Phase III of the Instructional component.  If, however, they still have not brought in materials to show they have been using study skills at home, they will remain in Phase II of the Application Component.
	Phase
	Component: Instruction
	Component: Application

	I
	Study Skills
	NONE

	II
	Note Taking From Discussion & Text
	Uses study skills at home

	III
	Summarizing
	Producing notes from class & at home

	IV
	Written Language
	Using the summarizing strategies at home


General overview of each phase: 

Instruction Component 
A student passes from one instruction phase to the next when he or she has achieved the instruction mastery criteria listed toward the end of each skill. 
Study Skills – Students are taught a set of techniques that can be used to improve their ability to study for tests and quizzes. These include memorization techniques and activities designed to enhance comprehension. The specific skills in this section may be completed in any order and many skills may be taught or practiced within the same day. As much as possible, counselors are encouraged to have students practice the skills with material they are currently using in class.
Note Taking from Class Discussion and Text – Students are taught to take notes from class activities and text to improve their on-task behavior and increase their comprehension. This technique involves actively integrating information read or discussed in class, and organizing it into efficient phrases that are recorded in a notebook. The key here, a strategy widely ignored by the authors of this manual, is for the students to be succinct in what they write.  Group sessions may alternate between practice taking notes from text and from presentation; however, taking notes from class discussion should be the activity for the first 8 to 10 days of this phase. 
Written Language – Students are taught to improve their written language skills through practice writing, revising, and editing. Practice with these activities can continue indefinitely. 

Application Component 
The interventions in the application phase are implemented by primary counselors to get the students to display these skills in the targeted settings. Study skills, summarizing, and note taking from text should generalize to the home setting (although they may also be used at school), the note taking from class discussion should be used in class, and the written language skills should be used at school and home. Behavioral interventions and goal-setting, as described in the previous section of this manual, should be used to achieve the goals of the application phases. Successful generalization has occurred when the application mastery criteria for each skill has been achieved.
Homework/Time Management Group

· All CHP students participate in the homework/time management group once a week for 
35 minutes.
· The group leader is responsible for marking group attendance on the homework/time management group log.  
· By the end of each group, the group leader is responsible for writing in the notes section of the CHP daily report card for any student in that group who is on Level 1 or 2.
· The group leader is responsible for filling out the Homework/Time Management group section of the CHP weekly progress update for each student they have in group by the end of the program day.  If the student did not attend Academic Interventions group that week, the group leader should write “absent from group” on the student’s Weekly Progress Update.
· The group leader has the option of placing group discussion rules “in effect” for all our part of a group, but the group leader must verbally alert the students whenever they decide to place these rules “in effect” or take them “out of effect.”
· Students can and will master phases at different speeds.
· Each day, students should record any tests or quizzes they have received in the past week on their “Personal Grade Log.”  
· If students finish with the day’s task, they should be instructed to begin working on homework or studying for an upcoming test.  Use the guidelines set forth earlier in this manual under the heading “Homework Time,” making sure to monitor the students and perform accuracy checks while they work on their homework.
· The group leader is responsible for keeping students on-task by using one of the on-task procedures listed earlier in this manual.

· If a student is studying for an upcoming test, he or she is required to use one of the techniques taught in academic intervention group, such as, flash cards, verbal summaries, or written summaries.
· All CHP counselors are responsible for notifying a student’s Homework/Time Management Group leader if they discover that a child has any missing assignments (usually uncovered during weekly chats with the teachers; a Missing Assignment Report should be filled out and placed in the front pocket of the appropriate grade’s homework binder).
· Missing assignments should be completed before current homework assignments are begun.

· Remember, students on Level 1 must finish all missing assignments before going out to recreation.  You are responsible for enforcing this rule for any student you had in group that day.
· Group leaders are responsible for making sure all Homework/Time Management paperwork is clear enough so that the students’ primary counselors will be able to summarize their progress during supervision meetings.
· The group leader is responsible for working with each student to create an evening schedule based on the amount of homework the student has to accomplish and the leisure activities they wish to engage in. 

· The sheets necessary to complete this group will be kept in each student’s folder.  Evening schedules can be created on the sheets we provide or directly in a student’s agenda book.
· The group leader is responsible for starting the group promptly and wrapping up the group with 3 to 5 minutes remaining.

· The forms needed for this group (along with additional instructions) will be given to the homework group leader in a separate packet.
Procedures/Overview


The vast majority of parents who have adolescents participating in the CHP, list homework completion as their #1 concern.  The transition from elementary to middle school requires that young adolescents become more self-sufficient and be able to manage their time appropriately.  Middle school students are required to dedicate much more time to homework and studying for tests than was previously required in elementary school.  The skills necessary to succeed in middle school, such as time management, are often learned by trial and error.  If left without intervention, adolescents with ADHD may start out a school year well, but grades and behavior will steadily decline over their time in middle school. The CHP targets 6th and 7th grade students in order to provide them with the skills they will need in order to establish a pattern of success to carry over into 7th or 8th grade.  


A group leader will have approximately 12 students each week who participate in the homework/time management group.  The CHP staff should make every effort to obtain accurate information from core teachers concerning the number of assignments missing from a student during the past week.  Core teachers include math, science, language arts, and history.  Homework group leaders should check the “Missing Assignments” folder each day for new missing assignment reports.  

Homework/Time Management Group, in addition to identifying and ensuring completion of missed assignments, is also used to help students track their grades over the course of the semester.  Students with ADHD are particularly poor at self-evaluating and almost always over-estimate their grade in a class.  To counter this, students should track their grades so that they have a more objective record, and presumably might become better at monitoring their own performance and identifying areas for improvement.  

Students are to record their test and quiz grades on the “Personal Grade Log” for their four core classes.  Each week, students should be encouraged to record any new information on sheets that they keep in their own binders.  Group leaders can help the kids decide where to keep these sheets (i.e. after the agenda sheets in their binder, a separate sheet in each course section, etc.).  However, a master sheet should be kept in the student’s CHP folder, and each week the counselor should transfer any new test/quiz information to these master sheets.  If students have not filled out their own sheets since the last time the group met, they should try to remember any tests or quizzes they got back as well as actually go through their binder and find any tests/quizzes that were given back but not recorded.  At each marking period (interims and report cards), homework group leaders should take out these logs and have the students figure out how accurate they were at recording their grades.  Spot checks of accuracy can also be performed with the student’s teachers if a counselor feels the student is not giving accurate information.

Other activities during homework/time management group include developing test studying logs, time logs, and evening schedules.  
Test Studying Log


During the first group (of phase 1), students should be taught to plan for studying for tests ahead of time, instead of cramming.  During the first group, students are to select a test that is about a week away, and complete the “Test Studying Log” form to estimate how much time they will study each night for that test.  In this first phase, they are then expected to record during the week, how much they actually studied for the test.  Once they bring in this completed log, record it on the Homework/Time Management Group Log sheet.  The next phase is to do the same thing for another test, and then have their parents actually initial whether or not they studied the specified amount every night.  Once they have done this, record that on the Log sheet.  At this point, they can discontinue this stage, but should still be expected to plan for tests in their agenda book – spending time every group writing how much time they will study each night for upcoming tests.  Ask them what tests they have in the next week, and have them write that test down on their agenda sheets, and then write down their studying for every night up until that test.
Time Log


Also during the first group, students should begin the time log stage.  Students should record the amount of time they think each homework assignment in their agenda book will take them that night.  Later that night, they are to record how long each assignment actually took them.  The next time you meet with them, check and see if they brought back this form completed, and mark an X for “no, they did not bring it” and a ( for “yes, they did bring it.” Once it has been brought back, the group leader should review how accurate they were with the previous week’s time log; discuss any difficulties they encountered; and students should revise their time log accordingly.  Once that has been completed, the next phase is to do another time log, striving to be more accurate with their estimates.  They should then record how long the assignments actually took and get their parents to sign it.  It is okay if they were incorrect with their estimates, but it must be completed and signed and brought to the next group.   Once you have seen these two completed time logs AND the student has “graduated” from the Test Studying Log stage, the student “graduates” to the next stage (Evening Schedule).

Evening Schedule


During the first group of this stage, you should have the students create an evening schedule.  That evening, the student should record what they actually did that night.  Once they bring in that completed schedule, record the date on the Log form and the student then moves on to the second phase of this stage.  Again, students will make another schedule in group, but this time they need to have their parents initial if they actually followed their schedule.  Again, it is okay if they did not follow it exactly, counselors are just looking to see tha the student made an attempt to follow the schedule and their parent verifies that by signing the form.  Once this schedule has been completed, the student “graduates” from this stage of the group.  They are still expected to make an evening schedule every group, but it does not need to be signed.

Evening Schedules – Ongoing Phase

Once the Test Studying Log, Agenda Time Log, and Evening Schedule skills have been mastered and recorded on the Homework/Time Management Group Log sheet, students will start every group the same way.  During the first 5 to 10 minutes of homework management group, the group leader should help each student to complete an evening or weekly schedule.  The group leader should help students create a realistic schedule broken down into half hour increments.  Counselors should be sure that students include all homework, but first have them schedule dinner, bedtime, and any leisure activities.  Any student who received a D or an F on their last report card has homework every night in that subject (that is, they should still be studying for that class even if they have no “official” homework that night).

An optional activity for Homework/Time Management group is for students to graph the number of assignments they correctly recorded over the past week.  This can be helpful for motivating students who are having difficulty getting their assignments recorded accurately.  You can graph the data you have from previous behavior cards, and then talk to the student about any patterns you see to help them troubleshoot.  It can also help provide a reality check for students who think they are doing a better job of recording their assignments than they actually are.  

Summary

Every day, Homework/Time Management Group leaders should check for missing assignments, have students complete any missing assignments, update Personal Grade Logs, fill out test studying logs/time logs or evening schedules (depending on which phase the student is in), plan for upcoming tests in their agenda book, and possibly graph the number of assignments the student correctly recorded since the last meeting.
Organization Skills Group

Task Summary

· All CHP students participate in organization skills group once a week for 35 minutes.
· The group leader is responsible for marking group attendance on the Organization checklist sheet.
· By the end of each group, the group leader is responsible for writing in the notes section of the CHP daily report card for any student in that group who is on Level 1 or 2.
· The group leader is responsible for filling out the Organization group section of the CHP weekly progress update for each student they have in group by the end of the program day.  If the student did not attend Academic Interventions group that week, the group leader should write “absent from group” on the student’s Weekly Progress Update.
· The sheet necessary to complete this group is the binder, bookbag, and locker organization sheet found in each student’s folder.
· The group leader is responsible for recording and graphing the bookbag, binder, and locker organization percentages of all students in the group.
· Organization group leaders are responsible for giving students more agenda sheets if they would rather use those than their agenda books.
· During locker checks, the counselor may ask for assistance from another counselor (if one is available) to help staff locker trips.
· Any materials found in bookbags or lockers that should not be in there (i.e. extra clothing, toys, etc.) should be sent home in a separate grocery-type bag so that the same items are not still in the bookbag or locker the next time the counselor performs a check.
· If students do not have their binder or bookbag or cannot get into their locker, then a zero should be recorded for all criteria for that item under that date, and the student should be reminded that organization affects their level system.  In the event that the binder is found later in the week, for example, it is at the discretion of the counselor to allow (or not allow) the student to have the binder checked to receive whole or partial credit.
· Tracking sheets should be completed for each student before the end of group time and placed back into the students’ folders.
· Counselors should begin to graph students’ organization scores by the end of the second week, and students should be part of the graphing process.
· If all organization checks are completed before the end of group time, students are to begin working on homework, following the guidelines set forth earlier in this manual.  Missing assignments should be completed before homework.
Procedures


Adolescents with ADHD frequently struggle to get organized and are rarely able to consistently remain organized.  Adolescents with ADHD are likely to lose their homework before they have the opportunity to complete it, lose homework after they have completed it, and forget to turn homework in. This overall lack of organization significantly contributes to the fact that many CHP students are currently failing one or more classes.  Organization group provides a specific system for youth to organize their materials and the group closely monitors organization to ensure it is maintained.

The first meeting or two of Organization group is devoted to setting up the CHP organization system, and making sure each student understands his or her responsibility within the system.  The group leader should begin filling out the organization checklist in their folder from Day 1, before the students get help with organization for the first time.  Even though the students will not “pass” most of the requirements, this gives us baseline data so we can see if our system actually helps the students improve in this area.  Organization includes cleaning out lockers, bookbags, and binders. The CHP provides students with new binders, folders, and paper, as students’ materials are often worn out or lost within a short period of time.  We give the students a new, heavy-duty 3” binder in which they should keep all of their papers.  Old binders should be sent home with the student, and the parent should be informed of the CHP organization program on the first day their child attends this group.  The first things in the rings of the new binder should be the pencil pouch, the agenda sheets (if the student would rather use those than their agenda book), and then a homework folder (homework to be done that night or things to be shown to parents should be in the left pocket of the homework folder; homework that is done or other things to be turned in should be in the right pocket of the homework folder).  After the homework folder, there should be a section for each of the students’ four core classes: math, social studies, language arts, and science.  A fifth section is for other electives.  If a student states that they must have a section for an elective course (i.e. it will be checked by the teacher), then a counselor may add additional sections as needed.  If a student says that their teacher has a specific way that their binder must be arranged, then ask a program supervisor or assistant if they have spoken to the teacher about this issue.  If students MUST maintain a separate binder for a class, this should be checked every week for organization along with their main CHP binder.

Some students will complain that the system is too specific or that they like their own system.  The group leader should inform students that they initially must follow the CHP organization system.  However, if they are able to demonstrate mastery of the organization system (90% or higher on the tracking sheet) for one month (i.e. four occasions) they may implement a different system.  The counselor can work with the student to create a new, but still reasonable, tracking form at this point.  The student should then be tracked using this new sheet.
Academic Remediation Group

Task Summary

· All students participate in academic remediation group for 35 minutes every program day
· The group leader is a teacher provided by Hand and Crayton Middle Schools
· One assistant group leader (CHP Staff) assists the teacher during academic remediation group.  This group leader may be different every day, as some staff members who run their regular group during most of the week will run Academic Remediation for one period per week.
· Students receive extra instruction and practice in the core subjects 
· Students receive a grade for their participation in this group that will be averaged with their regular math and language arts grades (CHP Academic Remediation counts about 20% of their regular grade).  It is important that students are aware of this and may need to be reminded if they are consistently failing to participate.  It is the assistant group leader’s responsibility to alert program supervisors to any problems that arise during this group.
· The assistant group leader is responsible for making behavior calls during the group and recording calls on the behavior tracking card
· The teacher determines what other tasks/opportunities the assistant may engage in
· These tasks may include – working individually with certain students and teaching specified lectures
· If a student becomes extremely disruptive during this group and the behavior call system is not working to control the situation, the student should not be allowed to remain in the classroom and disrupt the teacher.  The group assistant should remove the student and either handle the situation on their own or go and get the program supervisor.  Care should be taken, however, that students not be allowed to repeatedly “escape” this or any group or activity by acting up.  If you suspect this is happening, bring it up with a supervisor or at supervision.
· The assistant group leader is responsible for helping to ensure that the group starts on time and begins to wrap up with 3 to 5 minutes remaining
· The assistant group leader should be prepared to comment on each student’s performance in the academic remediation group during supervision
Procedures


Many of the adolescents in the CHP have been dealing with a repeated pattern of academic failure throughout elementary school and into middle school.  Often these youth have failed to learn basic skills such as multiplication and division which leaves them at a severe disadvantage in middle school.  The academic remediation group provides additional instruction in the core areas where CHP students struggle such as Language Arts and Math.  The class size is capped at 12 to allow the teacher and assistant group leader to provide individual attention to students.  The academic remediation group is operated utilizing the CHP’s behavior management system.  This system of behavior management provides a high level of structure for youth who might otherwise exhibit behavior problems.  
Recreation Group

Task Summary

· All students and counselors participate in recreation group every CHP day for 30 minutes

· At both schools, transition to recreation begins at 5:15.  At Hand, recreation ends (i.e. students should be told to “circle up” for the wrap-up discussion) at 5:40.  At Crayton, recreation ends at 5:50, but students who ride the bus should be dismissed at 5:40 so they will get to their bus on time.  At least one staff member should accompany these bus riders and pass out the appropriate report cards at this time.  

· In the fall, two separate activities will be run each day with approximately 12 students participating in each activity.  In the spring, three or four separate activities will be run each day with approximately 12 participating in each activity.

· Every day, there will be one recreation group leader to run each activity.  You will sign up in advance for rec one week at a time.  When it is your week to run rec, you will prepare one primary activity and one backup activity (in the event of poor weather or if space is unavailable for some reason) and run that activity on both of your shift days that week (with a different set of kids each time).  If you will need special equipment (i.e. craft supplies or board games, you must let us know in advance).

· The group leader is responsible for securing field space for outside games and sports, securing computer labs if to be used as an activity, and securing classroom space to be used for board games and other indoor activities.  All of these must be secured by talking to Tess or Jonathan well in advance.  If another counselor has already submitted an idea for that space for that week, you must choose another space to use. 

· The group leader is responsible for making sure that behavior tracking cards get completed during recreation group 

· The group leader is responsible for making sure sufficient numbers of staff are present during each activity and that these staff participate in the activity
· The group leader is responsible for making sure all needed equipment is available, placing orders for new equipment with Jonathan or Tess, and ensuring that all equipment gets put away at the end of the day

· The group leader runs a wrap-up discussion with all group members following group

· Counselors should space themselves among the children, especially during the wrap-up discussion and during transitions to and from Recreation Time

· If a student receives a behavioral call of “Aggression” during the recreation activity, he/she is not allowed to participate in recreation for the rest of the program day.  If staff permits, the student should be taken inside to work on homework.  If there is not enough staff available, the child should be seated on the sidelines and supervised closely.

· Students on Level 1 are not allowed to participate in Rec if they have any missing assignments due

· The group leader is responsible for ensuring that recreation activities end on time and that students are prepared to load busses

· Counselors should have their Daily Report Cards and Weekly Progress Updates (if applicable) completed before the end of rec so that there is no delay during check-out).

· Rec leaders may choose to emphasize a certain social skill in their rec activity, reviewing it before rec begins and again during wrap-up.  Possible social skills:  encouragement, team work, thinking ahead, cooperation, leadership, respect, compliments, participation, fairness, listening skills, advice giving, etc.  

· Recommended outdoor activities are Kick Ball, Tag Football, Basketball, Capture the Flag, Human Knot, Relay, but counselors are invited to be creative as long as their choice is approved by the program assistant (Tess or Jonathan) or a site director (Kristin, Josh, or Wes).  

· Recommended indoor activities include visiting the computer lab, playing Board Games (we have UNO, Catch Phrase, and Pictionary), and doing Crafts, but these should also be pre-approved so that the proper supplies can be furnished if necessary.    

· Counselors must tell their school’s program assistant what they will do for their rec activity at least one week in advance.  Failure to do so will be recorded as not turning in appropriate paperwork on time.

Procedures


Approximately 40 to 60% of youth diagnosed with ADHD have difficulty forming and maintaining peer relationships. Youth with ADHD combined-type, are often actively rejected by their peers whereas youth with ADHD predominately inattentive type are more often neglected (ignored) by their peers.  These issues become particularly relevant in middle school where increased importance is placed on peer relationships.  Many of the adolescents in the CHP are actively teased and ignored on a daily basis.  The defining characteristics of ADHD, inattention and fidgeting are counter to the skills needed to carry out efficient, interesting, conversations.

One of the best ways for youth who don’t have positive peer relationships to begin forming these relationships is for them to participate in activities, sports, and clubs. For this reason the CHP includes a recreation group where students can learn new skills without getting teased or ridiculed.  Students gain confidence participating in football, kickball, chess, etc, and can then use these skills to form new peer relationships.  These structured activities also allow counselors to coach students who may exhibit poor social skills, teaching them more appropriate skills and making them more likely to succeed socially in the future.
The current rec situation at Hand:  

Due to the field being used by other sports activities, there is limited space at Hand this semester, so rec activities will be somewhat limited and choice will be first come, first serve for the rec leaders every week.   Assuming that we need four recs per day, each day we will have one computer lab rec, one outdoor basketball rec, one indoor rec (your choice – crafts, games, etc.), and one other outdoor rec (either another outdoor basketball rec, or a sport on the field if available – ask Jonathan).  Outdoor rec leaders should have an indoor rec plan in mind in the event of bad weather.  Rec leaders who choose an indoor activity one week should try to choose an outdoor activity the next time they are rec leader.
The current rec situation at Crayton:  

Very limited outdoor space available…check with Josh or Tess.
Check Out Procedures

After Recreation, counselors should have all students gather their belongings, and wait for staff to complete any remaining DRCs, WPUs, or Behavior Cards.  Each primary counselor walks one or more students out to wait for and meet parents or to the bus.  Site supervisors may direct counselors to take certain students outside first, but generally counselors should take the initiative to gather two or three students who are ready to go and who are headed to the same area (either the busses or cars).  Avoid putting students together who do not get along well, and at no time during the transition outside, should any of the students be out of your sight (i.e. don’t let them run ahead to the bus).

If students are going to the busses, then you should supervise them until the bus arrives and make sure they get on the bus before you leave.  If you are walking students to cars, this time should be used to meet and talk with parents, have a quick conversation about their child’s progress, alert the parents of any upcoming events, and collect any necessary reports.  The supervisor should call any parents that have not come to pick up their child by 6:10.  Under no circumstances should CHP staff transport students. 

If during check-out (or at any other time during the day) you find out a kid is going to be absent and/or leave early, please make sure that I know about it.  You may be the only person that parent or student told.

Once all students have left, staff should make sure that all behavior cards and folders have been turned in, and that all CHP areas are cleaned up (this may include moving furniture back to its appropriate areas, or emptying trash).  

Teacher Contact

· Each CHP staff will be assigned one or two teachers whom they should contact at least once each week to find out weekly projects/homework assignments, find out about missed assignments, and get other updates on the students in our program.  
· Remember that the teacher may have had another contact person from our program last semester.  Please be sure to acknowledge this and ask that the teacher fill you in on the best way they found that we can stay in contact

· These are the types of questions you should ask the first time you meet with the teacher.   They may have answered these questions before, and if we have a record of the teachers answers, you only need to verify with the teachers that this information is still correct.  If we do not have a record of their answers (or if they have not answered before), please tell them you are new to our program and ask them to provide you with this information.  You are not limited to this list of course, but make sure you get this information:

· What is your general homework policy?  Do students have homework every night?  Only occasionally?  Only when there’s a test the next day?

· Are there any regularly-occurring tests/quizzes/assignments that are due every day/week/month/etc.?

· Our students’ privileges in our program will be determined in part by their accuracy in recording their homework assignments.  If we need to check their homework assignments for your class one day, what is generally the best way for us to find out what the night’s homework is after school?  Checking the board in your classroom (if the door is open after school)?  Stopping by after school to ask you (if you stay after school)? Checking the homework hotline? Some other way?

· Here are some questions you should get answered every time you contact the teacher (including the first time):

· Is there any homework for tonight?  Record the teacher’s answer in the homework book at the beginning of CHP so that other counselors can look and see if students have any homework for that class.
· Are there any upcoming tests or projects?  Again, record any projects in the homework book.
· Any particular comments/concerns about these students?  Note these and pass them on to the appropriate counselor or supervisor, or bring them up at supervision
· We can’t stress strongly enough that we would prefer you meet the teacher face-to-face the first time so that they will be able to put a face on our program.  Try to catch them during their planning period (for 7th grade teachers, this is the period before CHP so you should be able to catch them easily).  If you can only catch them right after school to say a quick hello, ask Josh, Kristin, or Wes if you can be a minute or two late so that you can introduce yourself to the teacher and let them know you’ll be calling or e-mailing.

· After you have met the teacher face-to-face, you can contact them each week over the phone or by e-mail.  Teacher e-mail addresses and phone numbers for Hand are available at: http://hand.rcsd1.org/   Teacher e-mail addresses and phone numbers for Crayton are available at: http://crayton.rcsd1.org/ 
· Remember at all times that you are a representative of our program to these teachers
· Staff should use time before the program begins to update the homework/weekly assignments from their teacher in the homework binder for that specific grade (6th or 7th). 
· Each time a teacher notifies you of a missing assignment, you must fill out a “Missing Assignment Report” (see appendix).  Place this completed form in the front pocket of the homework binder for the appropriate grade level for that student. 

· All group leaders should check that pocket before group each day to have any students complete missing assignments before working on homework during their group.  All level 1 students must complete missing assignments before going out to recreation, so if you have a student in your group who has a missing assignment that day, you are the one responsible for enforcing this rule.
Level System

· As mentioned throughout this document, there is a strict level system in place made of four levels that come with their own set of privileges and consequences.  Each level is designated by a different color card.
· The four levels, in order of increasing privilege, are Level 1 (Red card), Level 2 (Yellow card), Level 3 (Green card), and Honors Level (White card)

· Counselors should keep the students’ cards and pass them to the students next group leader

· Students on Honors level (white cards) are allowed to keep their own cards and track their own behavior, but must turn them in to a counselor at the end of the day.  If an Honors level student gets a rule violation that would affect their level for the next week, the counselor should make a note of it and make sure it gets recorded on the students’ card.

· See appendix for the level system checklist that is used to determine what level a student is on.  

· Students’ performance one week is used to determine what level they are on for the next week.  Students find out their level when they check in on Mondays (although if they were keeping track of their own behavior, their level should not be a surprise)

· Students who are on level 1 will be re-evaluated after Tuesday’s CHP day and may be able to switch to level 2 for Wednesday and Thursday.

· If a lower-level student wants to go to the restroom and staff is available and you really think the kid needs to go, you can let them, but warn them that 5 minutes will have to come off of their rec time – and be prepared to enforce it yourself because no one else will know to do so.  Be aware that some kids may want to avoid rec and we don’t want to let them use bathroom breaks to escape rec time.
· If you call an aggression, verbal abuse, or property destruction, it would be helpful if you could note what the instance was.  This is just so that if a parent asks what it was for, others who didn’t make the actual call will still be able to explain.  So, if you have time when it happens, please jot down a note in the box at the bottom of the card front.
Level 4: Honors Level – (white behavior card)

· Honors level students have earned their way off of the behavior card system
· These students have all of the privileges associated with Level 3 & now keep their behavior card during the day rather then counselors holding their card.  (Student has option of self-recording own behaviors or not using card at all)
· Snack – top level snack table + two items from the extras table

· All other privileges are the same as Level 3
Level 3 – (green behavior card)

· Snack – top level snack table + one items from the extras table

· Monitoring – given hall pass (two trips daily to water fountain or bathroom without having to ask and without counselor supervision & can walk without counselor supervision during transitions) & a weekly report is sent home to parent

· Member of Student Advisory Counsel – this counsel meets one time per week for 15 minutes during initial check-in time to discuss what recreation activities should be played, what snacks should be bought, and to make suggestions for additions or changes pertaining to the CHP

· Groups – eligible to earn time out of groups by demonstrating mastery of skills & can sit anywhere in the classroom during group

· Recreation Group – eligible to be a captain once a week

Level 2 – (yellow behavior card)

· Snack – top level snack but nothing from extras table

· Monitoring – no hall pass given (one trip daily to bathroom or water fountain, must be escorted by counselor & counselor must be able to see student during all transitions) & a daily report is sent home to parent

· Groups – eligible to earn time out of groups by demonstrating mastery of skills but must sit in first three rows of classroom

· Recreation Group – eligible to be a captain once every two weeks

Level 1 – (red behavior card)

· Snack – can only take snack from bottom level table and may not take snacks from top level table or extras table

· Monitoring – counselor must be within 10 feet of student at all times & a daily report is sent home to parent

· Education Groups – must attend all groups, cannot earn time out of groups, & must sit in front row of classroom during groups

· Recreation Group – not eligible to be a captain & must complete overdue assignments before participating in rec.

Appendices
	Teacher’s Name –
	Student’s Name –

	Wednesday –
	Thursday –
	Friday –

	Did the student have the opportunity to complete classwork?

___ yes

___ no

The student completed classwork

___ majority of time expected

___ some of time expected

___ very little of time expected

Please rate the student’s on-task and disruptive behavior during your class.
On-Task Behavior

___ much worse than the average student

___ worse than the average student

___ like the average student

___ better than the average student

___ much better than the average student

Disruptive Behavior

___ much worse than the average student

___ worse than the average student

___ like the average student

___ better than the average student

___ much better than the average student
	Did the student have the opportunity to complete classwork today?

___ yes

___ no

The student completed classwork

___ majority of time expected

___ some of time expected

___ very little of time expected

Please rate the student’s on-task and disruptive behavior during your class.
On-Task Behavior

___ much worse than the average student

___ worse than the average student

___ like the average student

___ better than the average student

___ much better than the average student

Disruptive Behavior

___ much worse than the average student

___ worse than the average student

___ like the average student

___ better than the average student

___ much better than the average student
	Did the student have the opportunity to complete classwork today?

___ yes

___ no

The student completed classwork

___ majority of time expected

___ some of time expected

___ very little of time expected

Please rate the student’s on-task and disruptive behavior during your class.
On-Task Behavior

___ much worse than the average student

___ worse than the average student

___ like the average student

___ better than the average student

___ much better than the average student

Disruptive Behavior

___ much worse than the average student

___ worse than the average student

___ like the average student

___ better than the average student

___ much better than the average student

	Please note any test, quiz, or homework grades the student received:

Teacher Signature__________________________
	Please note any test, quiz, or homework grades the student received: 

Teacher Signature_________________________
	Please note any test, quiz, or homework grades the student received:

Teacher Signature__________________________


Daily Report Card #2
Week of _______

                                    Monday

      Tuesday                        Wednesday                
    Thursday

             Friday

	Math
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great

	History
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great

	Science
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great
	On-task behavior

1     2     3     4     5     

  poor                           great

Disruptive behavior

1     2     3     4     5     

  poor                           great

	Overall


	Number of homework assignments missing ___

Number of classwork assignments not completed ____

Teacher initials ______
	Number of homework assignments missing ___

Number of classwork assignments not completed ____

Teacher initials ______
	Number of homework assignments missing ___

Number of classwork assignments not completed ____

Teacher initials ______
	Number of homework assignments missing ___

Number of classwork assignments not completed ____

Teacher initials ______
	Number of homework assignments missing ___

Number of classwork assignments not completed ____

Teacher initials ______


Challenging Horizons Program Rules

Rule #1 – Participate: If a student is not participating appropriately in an activity he or she should be prompted to do so.  A rule #1 violation should be called and recorded if after being prompted to participate, the student makes no apparent effort to begin participating within a reasonable amount of time (e.g. 10 seconds).  If the student makes no apparent effort the counselor should again prompt after 5 minutes have elapsed.

Rule #2 – Follow Adult Directions: When an adult issues a command, the student is given a reasonable amount of time to comply (i.e. 5 seconds). If the student does not comply the command is re-issued and the student is given an additional 5 seconds to comply. If the student again fails to comply a Rule #2 violation should be called and recorded.

Rule #3 – Be Respectful: A rule #3 violation should be called and recorded any time a child teases, commits verbal abuse, commits an aggressive act, or abusses or destroys property.  Record T, V, A, or PD on behavior card

Teasing – any verbal or non-verbal behavior directed at a peer that would typically offend or annoy another youth.

Verbal Abuse – any verbal or non-verbal behavior directed at an adult that would typically offend or annoy an adult.

Aggression - a student intentionally exhibits a behavior that would typically cause physical pain or restrict the movement of another.

Property Destruction – a student intentionally exhibits a behavior that would typically result in the reduction in the value, function, or aesthetic appeal of an object.

Rule #4 – Communicate Appropriately:  GDR Violations #1,#2, & #3 only apply when group discussion rules are “in effect”. Interrupting can be called at any time during the CHP.  Record 1, 2, 3, or I on the behavior card 
Interrupting – should be called and recorded if a student attempts to speak to, or make distracting noises around, people who are already engaged in a separate conversation.
Group Discussion Rules

GDR #1 – should be called and recorded if a student calls out without raising his or her hand or without having been called upon by the instructor

GDR #2 – should be called and recorded if a student appropriately raises his or her hand and is called upon, but makes a statement that either is either redundant, or is not relevant to the topic of conversation.

GDR #3 – stay in assigned area

Week of _______


      Level System Checklist


    Name ____________

Honors Level

⁯
Student scored 90% or above on organization checks during the past week

⁯
At least 90% of homework assignments were recorded accurately during the past week

⁯
Achieved level three for 3 consecutive weeks

⁯
On-time for CHP at least 90% of the time during the past week

Level 3 (Green Level)

⁯
Student scored 80% or above on organization checks during the past week

⁯
At least 80% homework assignments were recorded accurately during the past week

⁯
1 or fewer violations of Rule 1 during the past week

⁯
0 or fewer violations of Rule 2 during the past week

⁯
0 instances of Verbal Abuse, Aggression, or Property Destruction during the past week

⁯
2 or fewer occurrences of teasing during the past week

⁯
On-time for the CHP at least 75% of the time during the past week

Level 2 (Yellow level)

⁯
Student scored 70% or above on organization checks during the past week.

⁯
At least 70% homework assignments were recorded accurately during the last week

⁯
2 or fewer violations of Rule 1 during the past week

⁯
1 or fewer violations of Rule 2 during the past week

⁯
3 or fewer occurrences of teasing during the past week

⁯
1 or fewer instances of verbal abuse during the past week

⁯
0 occurrences of property destruction and aggression

⁯
On-time for the CHP at least 50% of the time during the past week

Level 1 (Red level)  -  Did not meet criteria for Level 2 during the past week
Example of Level 1 Behavior Card (front and back sides)
	Name:
	 
		Date:
	 
	Level 1


	 
Primary Time
Group Instruction
Individual Instruction
Transition
Recreation
Rule 1
 
 
 
 
 
Rule 2
 
 
 
 
 
Rule 3
 
 
 
 
 
Rule 4
 
 
 
 
 
Individual Goals/Comments:
 


	


Time arrived: _________
 
Late? □

 
Today’s Group:
□ Homework/Time Management

□ Organization

□ Individual Goals

□ Academic Interventions

□ No Group
Agenda sheet? □      Other □      None □
 
Homework written down for ___ of 4 classes:

DRC?  Yes □      No □      N/A □

Teacher signatures?  ___ of 4       N/A □

Appropriate materials?
□ All

□ Some

□ None
Rule #1:  Participate
Rule #2:  Follow Adult Directions
Rule #3:  Be Respectful
No Teasing, Aggression, Verbal Abuse, or 

Property Destruction
Rule #4:  Communicate Appropriately
Don’t interrupt & follow GDR when in effect
Group Discussion Rules (GDR)
1. Raise your hand
2. Make relevant, non-redundant contributions
3. Stay in your seat
Level 1 Privileges:  
Snack – only snacks from bottom-level table 

Monitoring – must be within 10 feet of a counselor at all times and a daily report sent home 

Education Groups – must attend all groups, cannot earn time out, must sit in front row 

Recreation Group – not eligible to be captain and must complete overdue assignments before participating in recreation 



Example of Level 2 Behavior Card (front and back sides)

	Name:
	 
		Date:
	 
	Level 2


	 
Primary Time
Group Instruction
Individual Instruction
Transition
Recreation
Rule 1
 
 
 
 
 
Rule 2
 
 
 
 
 
Rule 3
 
 
 
 
 
Rule 4
 
 
 
 
 
Individual Goals/Comments:
 


	
Time arrived: _________
 
Late? □

 
Today’s Group:
□ Homework/Time Management

□ Organization

□ Individual Goals

□ Academic Interventions

□ No Group
Agenda sheet? □      Other □      None □
 
Homework written down for ___ of 4 classes:

DRC?  Yes □      No □      N/A □

Teacher signatures?  ___ of 4       N/A □

Appropriate materials?
□ All

□ Some

□ None
Rule #1:  Participate
Rule #2:  Follow Adult Directions
Rule #3:  Be Respectful
No Teasing, Aggression, Verbal Abuse, or 

Property Destruction
Rule #4:  Communicate Appropriately
Don’t interrupt & follow GDR when in effect
Group Discussion Rules (GDR)
1. Raise your hand
2. Make relevant, non-redundant contributions
3. Stay in your seat
Level 2 Privileges:
Snack – top level snack, but no extras
 
Monitoring – no hall pass given, must stay within sight of counselor, and a daily report sent home
 
Education Groups – eligible to earn time out of groups; must sit in first three rows in group
 
Recreation Group – eligible to be captain once every 2 weeks



Example of Level 3 Behavior Card (front and back sides)

	Name:
	 
		Date:
	 
	Level 3


	 
Primary Time
Group Instruction
Individual Instruction
Transition
Recreation
Rule 1
 
 
 
 
 
Rule 2
 
 
 
 
 
Rule 3
 
 
 
 
 
Rule 4
 
 
 
 
 
Individual Goals/Comments:
 


	
Time arrived: _________
 
Late? □

 
Today’s Group:
□ Homework/Time Management

□ Organization

□ Individual Goals

□ Academic Interventions

□ No Group
Agenda sheet? □      Other □      None □
 
Homework written down for ___ of 4 classes:

DRC?  Yes □      No □      N/A □

Teacher signatures?  ___ of 4       N/A □

Appropriate materials?
□ All

□ Some

□ None
Rule #1:  Participate
Rule #2:  Follow Adult Directions
Rule #3:  Be Respectful
No Teasing, Aggression, Verbal Abuse, or 

Property Destruction
Rule #4:  Communicate Appropriately
Don’t interrupt & follow GDR when in effect
Group Discussion Rules (GDR)
1. Raise your hand
2. Make relevant, non-redundant contributions
3. Stay in your seat
Level 3 Privileges:  
Snack – top level snack + 1 item from extras table 

Monitoring – can use hall pass 2 times/day and a weekly report is sent home 

Education Groups – can earn time out of group, and can sit anywhere in group 

Recreation Group – eligible to be captain once per week

Member of Student Advisory Counsel 




Example of Honors Level Behavior Card (front and back sides)

	Name:
	 
		Date:
	 
	Honors Level


	 
Primary Time
Group Instruction
Individual Instruction
Transition
Recreation
Rule 1
 
 
 
 
 
Rule 2
 
 
 
 
 
Rule 3
 
 
 
 
 
Rule 4
 
 
 
 
 
Individual Goals/Comments:
 


	
Time arrived: _________
 
Late? □

 
Today’s Group:
□ Homework/Time Management

□ Organization

□ Individual Goals

□ Academic Interventions

□ No Group
Agenda sheet? □      Other □      None □
 
Homework written down for ___ of 4 classes:

DRC?  Yes □      No □      N/A □

Teacher signatures?  ___ of 4       N/A □

Appropriate materials?
□ All

□ Some

□ None
Rule #1:  Participate
Rule #2:  Follow Adult Directions
Rule #3:  Be Respectful
No Teasing, Aggression, Verbal Abuse, or 

Property Destruction
Rule #4:  Communicate Appropriately
Don’t interrupt & follow GDR when in effect
Group Discussion Rules (GDR)
1. Raise your hand
2. Make relevant, non-redundant contributions
3. Stay in your seat
Level 4 (Honors Level) Privileges:  
Snack – top level snack + 2 items from extras table

Monitoring – can use hall pass 2 times/day and a weekly report is sent home 

Education Groups – can earn time out of group, and can sit anywhere in group 

Recreation Group – eligible to be captain once per week

Member of Student Advisory Counsel

Do not have to have behavior recorded on cards 





	Challenging Horizons Program

Weekly Progress Update

	Name:
	
	Date:
	_____-_____ -_____

	Your child attended _____ out of _____ days last week.

He/she was late on _____ of those days.

He/she missed _____ assignments in the last week.

	Your child has been placed on level ____ for this week.

	Homework/Time Management Group:



	Organizational Skills Group:



	Academic Interventions Group:



	Individual Goals Group:

Progress on your child’s Goal #1 is rated as _____% this week.
Progress on your child’s Goal #2 is rated as _____% this week.

	Rule violations for last week:

	Rule #1 (Participation) Violations:
	
	Rule #2 (Following Adult Directions) Violations:
	

	Rule #3 Teasing Violations:
	
	Rule #3 Verbal Abuse Violations:
	

	Rule #3 Aggression Violations:
	
	Rule #3 Property Destruction Violations:
	

	Rule #4 Interrupting Violations:
	
	Rule #4 Group Discussion Rules Violations:
	

	Notes:



	Challenging Horizons Program

Daily Report Card

	Name:
	
	Date:
	_____-_____ -_____

	Your child arrived at _____ today.  He/she was/was not late.

	Rule violations for today:

	Rule #1
(Participation)

Violations:
	
	Rule #2

(Following Adult Directions)

Violations:
	

	Rule #3

Teasing

Violations:
	
	Rule #3

Verbal Abuse

Violations:
	

	Rule #3

Aggression

Violations:
	
	Rule #3

Property Destruction

Violations:
	

	Rule #4

Interrupting

Violations:
	
	Rule #4
Group Discussion Rules

Violations:
	

	Had homework written down today for ____ out of 4 classes.

Had all required materials today?  

□ Yes, he/she had all required materials

□ He/she had some required materials

□ No, he/she had none of the required materials

	Notes:


Missing Assignment Report

	Counselor’s Name:  _____________________
	Today’s Date: ________

	Student’s Name:  _____________________
	

	Teacher’s Name:  _____________________
	Class: ________________


Description of missing assignment: _____________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Original due date of this assignment:  ________________

Materials needed to complete this assignment: ____________________________________________________

__________________________________________________________________________________________

When should this make-up work be turned in?  ___________________________________________________
What are the penalties associated with missing this assignment?  Can it still be turned in for full credit?  __________________________________________________________________________________________
__________________________________________________________________________________________

This assignment was completed _______________________________________ on _________.
                                                           (during group, during rec, at home, etc.)               (date)         

Notes:  ___________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
Student’s Signature: ____________________________

Counselor’s Signature (if completed during CHP): ___________________________

Parent’s Signature (if completed at home): _____________________________
1
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