YEP Staff Manual v.1                                                                                                             Spring 2007

[image: image1.png]Youth 5/(/06#&/‘/’(&/(5‘ /D/‘adwa/rr




Staff Manual

 for the

After-School Program 

At 

Bennettsville Middle School

Spring 2007

University of South Carolina

Spring 2007
www.SCStudentExcellence.org 

General YEP Information - Spring 2007
The University of South Carolina has been awarded a “Youth Empowerment Program” grant to work with 36 students in Marlboro County School District for the next three years.  This grant was awarded by the Department of Health and Human Services’ Office of Minority Health  through a national grant competition targeting programs designed for college students to work together with high-risk school-aged students. The Youth Empowerment Program (YEP) will be geared towards helping students make healthy lifestyle choices and pursue the goal of going to college.


Dr. Bradley Smith, an associate professor in the Department of Psychology at the University of South Carolina, and Dr. Duncan Howe, a faculty member in the USC School of medicine, wrote the grant together.  Dr. Smith will be the Principal Investigator for the program.  The University of South Carolina will partner with three community organizations: the Marlboro County School District, the Community Development Corporation of Marlboro County (CDCMC), and CareSouth Carolina, Inc. during the duration of the program. Thirty-six students will be chosen to participant in the program; 12 sixth graders, 12 seventh graders, and 12 eighth graders, respectively, in the areas of academic enrichment, personal development and wellness, cultural enrichment, and career development.  The students will receive three years of support from the YEP as part of this demonstration project.


 At the core of the YEP is the Challenging Horizons Program, which is an after-school program designed to help students with learning or behavior problems. The after-school program will run four days a week, plus there will be an in-school component, a three week summer program, and a one week booster program prior to the beginning of school.  Students in the YEP will also take two field trips a year to college campuses where they will meet with mentors trained to help encourage the YEP students to pursue the goal of graduating from college.  


In addition to promoting academic success and preparation for college, the YEP will  promote healthy lifestyle choices.  This includes promoting financial literacy, good eating and exercise decisions, prevention of risky behaviors, and participation in appropriate dental and physical health care.  A health educator employed by CareSouth, Andrew Kurtzman, and a vocational counselor employed by the Marlboro Community Development Corporation, Luke Jonakin, will be working as local directors of the program.  Dr. Smith and his colleagues will be also working closely with families, both formally and informally.  Tina Stewart, a social worker employed by CareSouth, will meet at least monthly with parents of students participating in the YEP.  Furthermore, we expect to start hosting weekly dinners with family members made possible by the joint efforts of the children in the program and their families.  These dinners will be held XX, will be funded by XX, and will welcome entire families to join together for dinner after program hours.

To encourage the sustainability of this program, the grant is designed to gradually shift the staffing of the program from USC faculty and students, who will have to commute 200 miles round trip, to local staff and college students.  Dr. Smith expects to develop partnerships with Francis Marion University, Coker College, Northeastern  Technical College, and other local institutes of higher learning.  Also, Dr. Smith is looking for college students from the Bennettsville area to serve as role models and counselors in paid positions in the Summer Program.  These students would have the opportunity to be considered for a fulltime position after working in the summer program or after school program. Please contact the project director, LaToya Pope, a USC alumnae who has worked with Dr. Smith in the CHP as an undergraduate, if you have any questions about the YEP (803-777-1296).

The YEP Spring 2007 Schedule at a Glance

· The YEP staff will work with Bennettsville Middle School (BMS) to recruit 36 students from BMS during January 2007

· 12 6th grade

· 12 7th grade

· 12 8th grade students

· Students appropriate for this program include those with academic potential to succeed in college, but may be confronted with significant barriers to attending college

· All factors being equal, priority will be granted to students whose parents have not attended college

· We will plan to work with these students for 3 years to provide

· Intensive academic skills training

· Experiences to enhance self-regulation and self-efficacy

· Family support for the student to attend college and lead a healthy life

· Information and experience with health and fitness

· Information and experience with financial literacy and vocational opportunities

· Mentoring and social capital development with students from USC and other institutions of higher education

· Media awareness training

· Cultural awareness education

· Services will be delivered in the context of

· An after-school program 2.5 hours a day, four days a week

· Meetings with parents and other care givers

· A 4 Week Summer Program

· In-school programs

· Starting in early January 2007, YEP staff will begin getting to know YEP participants and their families.

· Starting in late January 2007, most of the YEP participants will begin to attend an after-school program at the Marlboro County Community Development Center. YEP participants who are involved in after-school activities, such as sports, may be excused from the after-school programs if their grades and behavior are judged to be acceptable by mutual agreement between the project director and the school principal.
· A waitlist will be created and students on this list will be screened. New students may be added to the program as openings and resources allow. 

General YEP Information - Spring 2007
· The after-school program operates Monday through Thursday at Bennettsville Middle School from 3:15 to 6:00pm.

· The YEP will provide bus transportation home, but parents will be encouraged to pick children up or visit the program weekly.

· The after-school program will be staffed primarily by USC students.   Other staff will include a school guidance counselor, 2 school teachers, a health educator, and a vocational skills trainer. 

· Counselors traveling from Columbia are expected to be at the departure site by 1 PM in Columbia.

· Counselors are expected to arrive by 3:00pm and stay until 7:00pm.

· The After-School Program (ASP) will be closed whenever Bennettsville Middle School is closed.  Plus there are other days in which the ASP will be closed due to the USC Calendar.

· Counselors should check the YEP website for announcements related to unscheduled program closings or other information. (A Blackboard site TBA). Students can also check Marlboro School District website http://bms.marlboro.k12.sc.us/home.aspx to see if school has been canceled, either for the day or for after-school programs.   You should call your program supervisor if the USC website and the Marlboro County School District Websites disagree.

· Counselors are expected to abide by the YEP Staff Dress Code

· The staff dress code conforms to the dress code adopted by Bennettsville Middle School.
· Staff should wear program t-shirts and dress appropriately to participate in athletic activities (e.g., kickball).

· Counselors will receive group supervision once a week for an hour and will make case presentations on student progress during that time.

· Group leaders will receive advanced training specific to the groups they lead.

· Individual supervision is available for all counselors upon request which will be provided by Dr. Smith.

ASP Schedule

Students report directly to their room after their last class (3:10)

3:20 to 3:45 – Homeroom/Check-in (bonus for being there at 3:15)

· Agenda check (4 days/week), validity checks (one day /week)

· Materials check (4 days/week), organization checks (one day /week)

· Snack (4 days/week), Advisory Council (Tuesdays)

· Start working on homework (4 days/week)

· Palmetto Point Store (one day/week)

3:45 to 4:15 Skills Group (50% of students) or Homework Time (50% of students)

· Skills Group (3 days a week), Computer Lab (one day a week)*

· Assistance with homework or incomplete class work (4 days/week)

4:15-4:20 – Staff rotate to groups, break for students

4:20 to 4:50 – Skills Group (50% of students) or Homework Time (50% of students)

· Skills Group (3 days a week), Computer Lab (one day a week)*

· Assistance with homework or incomplete class work (4 days/week)

4:50 to 4:55 – Transition to Recreation (bring all book bags, etc.)

4:55 to 5:25 – Recreation

5:25 to 5:30 – Ends of Rec. Discussion and Check-out

6:00 to 7:00 – Staff meeting early in the semester, some family dinners later in the semester.

Check In Procedures

Preparation


All ASP staff should arrive at BMS no later than 3:00.  Before the program starts, counselors should:

· Make sure they have a level-appropriate snack for each student in their homeroom

· Collect the student folders for check-in and verify that the folders have all appropriate forms as well as the appropriate daily and weekly report cards.  

· Collect folders needed for the group they will be teaching that day and verify that all necessary forms are in the folder.

· YEP staff should be ready to enter the classrooms and immediately begin setting up as soon as the students are dismissed from their last class at 3:10.

Check-In Procedures


Students should arrive at the ASP no later than 3:20.  Students who arrive after 3:20 should be marked as late on their behavior card and reminded that late arrival can affect their level statues.

Staff should start making behavior calls as soon as the student is in sight of program staff stationed in ASP classrooms.  These behaviors should be recorded on the behavior cards. When they are dismissed from class they should go directly to their homeroom or honors lounge, when appropriate, in a quiet and orderly manner.  Each student should go to their assigned seat and get out their agenda book and the homework, projects, or studying they are planning to do that evening.  The homeroom counselor will give the student their snack when the student is seated and starting to study.

Counselors assigned to check agendas should check the number of assignments each student has written down for that day. The focus is on the 4 core classes: math, science, language arts, and history/geography. For each of these classes, the check-in counselor should record the number of assignments on the back of the students’ behavior cards. If any assignments are missing, the counselor should prompt each student to write down all 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).

When students are prompted to write down assignments, the staff should emphasize that they need to be accurate.  The student can get 4 out of 4 classes, even if the student writes “no homework” or “none” for every class.  When students are uncertain about the assignment, they should write something like “don’t know” for that subject. Remind them that staff will be checking accuracy and they will lose Palmetto Points (5 for each incorrect assignment) if we find out they missed an assignment (homework accuracy also affects the students’ level assignment for the following week).  The goal of this exercise is to have students take responsibility for accurately recording their assignments each day at school.

To encourage the highest level of accuracy in reporting homework, staff will check to see that assignments will be written down correctly.  This will usually happen randomly on an average of once a week.  Students who incorrect record assignments will be checked more often. Each incorrectly recorded assignment will result in a loss of 5 Palmetto Points.  Students may also lose 5 Palmetto Points for misreporting or falsifying facts to staff.

Students are allowed to go get missing materials or assignments during check-in time. If they are on Green or Honors level, they can go unaccompanied by staff. If they are on Red or Yellow, they must be escorted by staff to their locker, when these staff are available. Students who forget materials should be reminded that they will miss snack time due to the delay and fail to earn a Palmetto Point for not having their materials.  If students have left homework materials in their locker or if they say their materials are at home, they should complete five minutes of homework or a provided math sheet before receiving a snack.  If we discover a student is missing materials sometime after the check in period, that student needs to get their materials before recreation group and their card and points need to be adjusted to reflect this problem.

Special Considerations for Monday Check-in

When students check in on Mondays, they will 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 the red level, remind them they will be re-evaluated after Tuesday. Also remind them that if they show marked improvement in the program on Monday and Tuesday (i.e. meet criteria for the yellow level according to the level system checklist) they will be switched to level two (but no higher) for the rest of the week. Further, remind the students that they can still earn points even though they are on the red level. To avoid students from “melting down on Mondays”, students who display behavior that would result in demotion to the red level (e.g., aggression, repeated non-compliance, or destruction of property) will be dropped to the red level immediately, instead of waiting for the end of the week. This way, the consequence for the misbehavior will occur immediately, and students will be aware of why they were dropped down. Students will be eligible for promotion to a higher level 48 hours later.

Student Advisory Council (Tuesdays)


On Tuesdays, students who are on the green level or the Honors level will be invited to attend the Student Advisory Council (SAC) which is a privilege of these two levels.  These students will meet in a separate room during the initial 20 minutes of the program and get a special snack that they voted on the previous week.  They will also suggest recreation activities and other possible improvements to the program.  SAC members skip check-in on Tuesdays, but are still expected to accurately record assignments and the accuracy of their agenda book will be checked eventually.  Students should return to their homerooms in time to prepare for their next group.

Check-In Materials


The preparation section briefly describes the materials that need to be organized prior to check-in.  This section provides more detailed information on those materials.

Each counselor will be assigned to a room where they will check-in students.  After check-in, some staff will be assigned to check accuracy of agenda books or organization of materials.  Furthermore, some students will have special programs, designed by senior staff, that are implemented during check-in.

When the counselors arrive, they should pick up the snacks they will need for their check-in room, the behavior cards for their check-in room, and the check-in binder for that room. They should also get Weekly Progress Updates (WPU’s) or other take-home forms for the students they will check out that day, and the folders for the students they will have in group that day.  Counselors are responsible for checking these folders to make sure they have all necessary forms (i.e. forms for their group, etc.) and re-filling the folders with forms when necessary.  Forms can be obtained from the Program Assistants.  Counselors should also take the hole-punchers and grocery-style plastic bags with them to be used during group.  

The homeroom counselor should check the front pocket of the check-in binder for any missing assignment reports. Students should complete the missing assignments before doing any other activities.  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.  If any child returns a missing assignment form, it should be placed in the back pocket of the appropriate grade-level check-in binder.  

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 the Daily Report Cards or other special programs.  Any appropriate notes should be recorded on these cards by respective group leaders, and the reports should be 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 are sent home once per week on Mondays (the WPU will include group leaders’ comments about the student’s progress in their groups that counselors make on the behavior cards every day).  Comments for the WPUs should include at least one positive note or strength of the child should be listed in every section of the child’s WPU.

Check-In Binder:  Each room will have a treatment plan binder that should be checked each day.  This binder contains special treatment plans developed by the YEP and lists any specific intervention programs for the students in the homeroom, if applicable.  Many children will have forms or tracking sheets described in this binder that will need to be checked by the Check-in counselors at the beginning of each program day.  Check-in counselors should look at this sheet to see each student’s plan (e.g., a sample plan could involve getting teacher signatures in agenda book) and record on the behavior card whether the student met whatever the criteria was.  Senior staff who write the special plans should meet with the homeroom staff to reach clarity about how to implement and track the behaviors specified by the individual program.  If there is any uncertainty about goals or related tracking, it should be discussed at the next group supervision meeting.

Behavior Cards: Behavior cards should have the name of the student and the date on the front of the card along with an initial symbolizing what group the student will be attending that day (O-organization, T- tutoring, C – computers, etc.). When a student arrives for check-in, they should have a seat, pull out their agenda books or sheets and appropriate materials, and wait until the Check-in comes around to each student. Staff should attend to students who are following appropriate check-in procedures.  That is, these students should be greeted, get their snacks first, have their requests met first, etc.  Students who are not following procedures will lose participation points. 

During check-in, the counselor should record several pieces of information on the behavior card.  This information will determine the students’ privileges in the program, so it is important to be very accurate on each item.  Homework assignments need to be clearly recorded.  “Math problems” is not a complete entry.  Students must write the page and item numbers they must complete.  The goal to keep in mind is that if you were nice enough to do their homework for them, could you do it based on what they have written down?  If you could not, they need to write down the rest of the information for you.  If they have no homework in a class, they should write “no homework” or “none.”  Dashes or other ambiguous symbols are not acceptable. Also, the student’s handwriting must be legible. If you are unable to read the assignment, it does not count as an accurate recording. 

Students who report they do not have their agenda books will purchase a daily agenda sheet for one Palmetto Point. Students should be reminded that they must check in with their homework written SOMEWHERE. Students who write down assignments on a piece of notebook paper should transfer the information to the agenda sheet and can get full credit for recording their assignment (which affects their level).  Students should place completed agenda sheets in their binder. If their binder is missing it is a rule violation that counts against the level system.  Similarly, missing materials is a rule violation and students will have to “rent” missing materials from the YEP store. This policy should be strictly enforced for ALL students, regardless of their excuses or regular diligence in bringing their materials. That is, there will be no exceptions made to this rule for any students. 
The next item to record on the behavior card is if the student has his or her appropriate materials to complete homework (homework may include studying for an upcoming test).  Record whether they had all of their appropriate materials, some of them, or none of them.  If the student’s agenda sheet says they have math worksheet 8a, you need to see math worksheet 8a. 
Agenda Check

When a counselor checks the students’ agenda sheet, the accuracy for the previous day should be checked.  Once the agenda has been checked, you must stamp, initial, and date it (see below). 

A note about whether students have the “correct assignments” recorded at check-in: 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.  This will affect level eligibility and result in a loss of 5 Palmetto Points for each bit of misinformation.

YEP Stamp:  YEP stamps will be made available to counselors and should be guarded diligently, as students are likely to perceive them as very valuable.  These stamps should be used for the purposes of indicating to parents, teachers, and other counselors that a form is legitimate, as forgery may occur in our program.  Each time you stamp something, you MUST write the date within the stamp, along with your initials or it is not considered valid.  If you loose your stamp, notify a supervisor IMMEDIATELY.  Each day, a student’s agenda book should be stamped during check-in (along with date and initials).  When another counselor asks to see a student’s agenda, they should verify that the date is the current one so that students cannot create fake “no homework” agendas to show counselors who are trying to get them to work on homework.  If you later make a change to a student’s agenda, you should sign your name next to the change.
On-task Behavior


Students should be rewarded in the YEP for remaining on-task and focused when completing tasks.  In almost every group in YEP, 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) Descriptive Praise – a YEP staff member 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.  Examples include: “I appreciate the way you are working” or “good job being the first student to start studying.” For students who are not staying on task, descriptive praise to other students how are on-task may serve as an effective prompt. Note that this approach can be used very effectively INSTEAD of paying attention to students who are NOT doing what is expected, which can negatively reinforce their behavior thereby increasing its future occurrence. 
Non-verbal praise such as smiling or a thumbs-up gesture can be encouraging, but ambiguous to some students, especially those with poor social skills and weak communication abilities. Therefore, descriptive praise is preferred.  

2) Prompting Positive Self-Evaluation – A high level skill that may be sometimes appropriate is prompting positive self-evaluation using motivational interviewing techniques.  For example, “how are you doing” or “on a scale of one to 10 rate your effort in group right now.”  This is consistent with notion of trying to “ask rather than tell” when working with adolescents.  

3) 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 involve working silently on a math sheet, looking at the teacher, writing down definitions, finding the designated web page, 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 these five math problems” or, “I need you to face the wall and not make any noises for the next 5 minutes.” 

Having the student set their own goals and task expectations is often helpful.  For instance, during homework time you might ask a student how much they expect to get done in the next 5 minutes and then check to see if the student met their goal. 

4) 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.

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 more of the time during the next 5 minutes.”  The group leader should mark a (Y) for on-task and a (N) for off-task.  The group leader should closely watch the target student and mark a Y or an N every 15 or 30 seconds.  

5) 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, etc.  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”.  

6) Palmetto points – When Palmetto Points are awarded staff should link the points with on-task behavior. This feedback may be were perhaps one of the most salient and reinforcing ways to shape student behavior. Reminding the students regularly what behavior is expected of them so they can earn FULL points is typically a very effective prompt for on-task behavior.

Homework Group/Time Management
Each day, students will have a 35 minute group where they are expected to work quietly on academic tasks.  The priority during this time is to complete that day’s homework, any missing assignments, and plan out how they will study for upcoming tests, projects, or assignments.  When these tasks are completed, the students can read quietly.  NOTE: The YEP check-in requires that all students have appropriate materials for self-directed reading. In the event that a student does not have appropriate reading materials, they will be required to rent a reading book from the YEP store for 10 Palmetto Points. 
Rather than just saying, “Do your homework,” here are a few things to keep in mind:

1 Have students start with their hardest assignment so that you can help them.

2 If students need to study, they should use a method that produces an objective product (i.e. create flashcards, take notes, etc.).

3 If students say they have no homework due the next day, ask if they have a test coming up soon and direct them to prepare for the test or begin work on a long-term project. 

4 Students should be studying every night for a class where they earned a D or F on their last grade report.  Also, specific plans for helping the student study more consistently and effectively for these courses should be developed. In the event that the student does not have any homework to complete, additional work can be assigned to students.

5 Before the student begins, talk with the student about how much of the assignment they expect to complete within a certain amount of time (i.e. next five minutes, before the end of group, etc.). By requiring students to set specific and clearly stated goals, they are more likely to experience successes. Also, when students have entirely unrealistic expectations, you can help them to revise their goals accordingly.
6 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).

7 For students who say they have no homework and do not have any upcoming tests to study for, they should read a book quietly.  


In the Appendices there are Time Management sheets that should be used with all students to help them plan out how they will study for upcoming tests.  The goal of this is to teach the students how to effectively manage their time. Be careful not to fall into traps with students. For example, if a student has a D in their class, admits they never studied before, and says they are going to study for 30 minutes a night this tracking sheet will be unsuccessful. Start out small, by having the student study for 10 minutes a night, but notify them that if they want to study more they can.  However, only 10 minutes will be required for them to get their parent to sign off on the sheet.

Organization Skills Group

Task Summary

· All YEP students participate in organization skills group once a week during check-in time.

· The group leader is responsible for marking attendance and performance on the Organization checklist sheet.

· By the end of the program day, the group leader is responsible for filling out the group comments section of the behavior card for each student they have in group.  This information will be entered into the computer each day by the Program Assistants, and the comments from each group leader will be printed out onto weekly report cards to be given to students to take home on Mondays.  Make sure your comments describe the student’s work in your group (i.e. briefly describe exactly what they worked on in your group). Use descriptive praise and avoid vague comments like “great job”.  Comment on their overall progress, and be sure to include at least one positive comment along with any areas for improvement that you would like to note.  A minimum of 2 sentences must be written.  One sentence should emphasize positive behaviors whilethe other sentence should describe challenges or areas for future growth (stated as positively as possible).
· The sheet necessary to complete the Organization group is the Binder and Book bag organization sheet found in each student’s folder.  Group counselors are responsible for making sure this sheet is in the student’s folder and replacing the sheet when the old one is full.  Sheets are available from the Program Assistant.  Counselors should check this sheet before the program starts.

· The group leader is responsible for recording and graphing the book bag, binder, and locker organization percentages of all students in the group.  Group leaders should record an “A” on the sheet if the student is absent from group that day.  Graph paper should also be maintained in the student’s folders and group leaders should check the folders at the beginning of each YEP day.

· Organization group leaders are responsible for giving students more agenda sheets if they would rather use those than their agenda books.  Leaders should obtain a supply of these sheets from the Program Assistants.

· During each group, the group leader should check one student at a time on their book bags and binders.  While the counselor is checking the first student, the other students should work on homework and the counselors will set homework completion goals for the students that need to be met in order to earn points.  Students should not use the time while other students are getting checked to organize their items because organization should be completed BEFORE a student gets to organization group.  While the student is being checked by the counselor, they may organize any items they lost points for so that they don’t loose the same points next week.  Furthermore, it is unfair to the student being checked first if the other students can use the time to organize their materials. After being checked, the student should get back to working on homework.  Students should lose participation points if they are working on organization prior to their binder and bag check.

· Group leaders should alternate who they check first each week and record this information on the tracking sheets so students do not argue over whose turn it is to go first.

· Any materials found in book bags 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 book bag or locker the next time the counselor performs a check.  If you do not have any you can bring from home, bags will be available from the Program Assistants.

· If students do not have their binder or book bag 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 and earning Palmetto Points. 

· Tracking sheets should be completed for each student before the end of group time and left in the students’ folders.

· Counselors should graph students’ organization scores and students should participate in the graphing process.

· All organization checks should be completed before the end of group time.  If there is time left in group, students are to begin working on homework, following the guidelines set forth earlier in this manual.  Missing assignments should be completed before homework.

· Organization group leaders should make sure that their forms are completed so that primary counselors can summarize progress and show the graphs during supervision time.

Procedures


The first meeting or two of Organization group is devoted to setting up the YEP 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 (even if the student receives all 0’s for organization) 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, book bags, and binders. 

The YEP provides students with new binders, folders, and paper when they start the program.   As materials wear out or are used up, they can purchase new materials from the YEP store.  When they start the program, students are expected to use a heavy-duty three-ring 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 YEP organization program on the first day their child attends this group.  

The binder should include:

1) the pencil pouch, 

2) the agenda sheets (if the student would rather use those than their agenda book)

3) 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).  

4) After the homework folder, there should be a section for each of the students’ four core classes: math, social studies, language arts, and science.  

5) 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 YEP 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 YEP 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.

Math Skills Group

Students will participate in a math skills group. For more information regarding math activities procedures, please refer to the Math Manual, which is a separate document. This document is available by emailing: carolynpender@hotmail.com if you did not receive it via email.

Recreation Group

Task Summary

· All students and counselors participate in recreation group every day for 40 minutes.  These recreational activities should get all students involved in at least 30 minutes of aerobic activity. It is vital that counselors model active behavior by initiating participation in recreation time. This proactive behavior from counselors will help to prevent most noncompliance from students.  

· Transition to recreation begins at 5:15.  Recreation ends (i.e. students should be told to “circle up” for the wrap-up discussion) promptly at 5:50. 

· At the start of the activity, the counselor should remind the students of the social skill of the day and solicit comments on how it might be implemented in the game.  Recreation group leaders should select a social skill of the week and emphasize that skill during the activity by reviewing it before the recreation group begins, promoting that skill during the activity, and reviewing that skill during wrap-up.  Possible social skills include:  encouragement, team work, thinking ahead, cooperation, leadership, respect, compliments, participation, fairness, listening skills, advice giving, etc.

· At the start of the activity the counselor should lead a discussion of the rules and objective of the game.  Counselors should have lists of rules and those rules must be followed that day. YEP game rules can be modified at the weekly student advisory council meetings. Note that traditional rules to classic games do not need to be followed. That is, staff and students are encouraged to create their own versions of traditional games to make them more appealing to ALL students. 
· Each day, there should be two or three recreation groups to choose from. Students make their choice of games during snack time. Counselors are encouraged to find and teach new games to students.   This includes mainstream sports (e.g., basketball or soccer), playground games (e.g., kickball or dodge ball), non-traditional games (e.g., team building games), and conditioning (e.g., running or weight lifting).

· Counselors will be provided with a schedule of when you will run which recreation activity.  All counselors are expected to participate unless they provide a doctor’s note.

· 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 obtaining all needed equipment from the Program Assistant (or the recreation supplies storage area), 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. In this discussion, the students should comment on positives of the activity, the social skill for the day, and make constructive suggestions for future recreational activities.  This discussion should be brief, because before students are dismissed, they must also complete their end of the day tally of Palmetto Points.

Behavior Management Considerations

· Counselors should space themselves among the children, especially during the wrap-up discussion and during transitions to and from Recreation Time (you should not be standing next to another counselor during discussion or transition times).
· 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, and is immediately placed on the red level.  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.  

· If a child receives 2 put downs, that student will have a five-minute time out from the activity. 

· The recreation group leader is responsible for making sure that behavior tracking cards get completed during recreation group.  The recreation leader should designate a counselor to hold the behavior cards and writing down any behavior calls that are made. The leader will award Palmetto Points at the end of the group and all of the counselors will assist with tallying the daily point total.

· Students who repeatedly have problems in recreation group should have special programs designed by senior staff and implemented by YEP staff during recreation.

Procedures


One of the best ways for youth who do not have positive peer relationships to begin forming these relationships is for them to participate in activities, sports, and clubs. For this reason the YEP includes a recreation group where students can learn new skills without getting teased or ridiculed.  Students gain confidence participating in football, kickball, 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.

Computer Lab

· Each YEP student should participate in the computer lab one day per week.

· Students must sign an internet use agreement and abide by the internet use policies of the Marlboro County Schools (see Appendix X).  Students who violate this agreement will have their internet privileges suspended and must complete a remediation plan prior to resuming use of the internet.

· When participating in the computer lab, students need to participate in the activity assigned by the computer lab leader.

· During free time in the computer lab, after the task for the day is completed, students are NOT allowed to have any volume on their computers, but may be able to use headphones if they are available. 

· Students and computer lab leaders need to follow BMS procedures for scheduling, operation, shut down, and other relevant operations.

Points Calculation
Following recreation, all students and counselors should return to their classrooms to pack up their belongings and tally up their points earned for the day.  Each counselor will help students calculate points. Due to limited time, counselors should encourage the point calculation to go as quickly as possible.  Students who want to discuss points and point-related goals should be asked to jot down their questions or ideas and discuss them with the counselors during check-in. 

For each student, count the number of X’s on their behavior card in the points earned column and transfer that number to their points tally worksheet in PEN.  Any boxes that marks such as this “--” counts as ½ point.  Then count the number of times they were caught providing misinformation that day (look for the circled “M’s” in the Rule 3 row) and transfer that to the worksheet in PEN.  Multiply the misinformations by 5 and subtract from the points earned total to give them their final score for the day.  

Students should enter the daily points total into their Palmetto Points ledger.  This resembles a check book and students can make withdrawals at the point store.  Students should also be encouraged to set point goals and graph their points to track progress toward that goal.  

Check Out Procedures

After points have been calculated, counselors should have all students gather their belongings, and wait for staff to complete any remaining DRCs, to pass out WPUs (on Mondays), or finish completing Behavior Cards.  Each 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).  Remember that Level 1 students have to be within 10 feet of you at all times.

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 YEP staff transport students. 

If during check-out (or at any other time during the day) you find out a student is going to be absent and/or leave early, please make sure that (a) the information is recorded on the behavior card, and (b) the site supervisor  knows about it.  Assume that you are the only person that the parent or student told.  

Once all students have left, staff should make sure that all behavior cards and folders have been turned in to the YEP staff member entering data that day.  If staff are not involved in data entry, they should ask the site supervisors or program assistants what needs to be done before they leave. Typical end of the day chores include helping to put furniture back into place, cleaning up trash in the rooms, and carrying program materials back to the storage area (e.g., filing cabinet).  Please remember that we are guests in the building and we should never inconvenience others with mess or disorder.  Indeed, we should strive to leave the room in better condition than we found it. 

Level System

· As mentioned throughout this document, there is a 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 and students should wear lanyards that correspond with their level (except for Honors level).  These levels are very important to the students, so we need to administer them consistently and fairly.
· The four levels, in order of increasing privilege: 

1) Red

2) Yellow

3) Green

4) Honors Level (White card)

· Counselors should keep the students’ cards and pass them to the students next group leader in lieu of giving the cards to the students to take to their next group

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

· For the upper three levels, students’ performance during the past 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 exhibit seriously inappropriate behavior, will be immediately dropped to the red level.  Seriously inappropriate behavior includes intentional aggression, intentional destruction of property, or repeated non-compliance.  Students who accumulate 2 instances of verbal abuse in single day will be dropped to the red level. 

· Students who are on the red level will be re-evaluated two days after being dropped to the red level.  For example, a student dropped to the red level on a Tuesday may be considered for the yellow level on a Thursday. Students on the red level cannot go higher than the yellow level if they are switching mid-week.

· If a yellow 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 recreation time.  Write the five minute deduction on the student’s behavior card and inform that student’s recreation leader so they can be prepared to enforce it.  Be aware that some kids may want to avoid recreation and we don’t want to let them use bathroom breaks to escape recreation time.

· If you call an aggression, verbal abuse, repeated noncompliance, or property destruction, you need to note what the incident was on the behavior card.  This is important information for discussions between parents and senior staff.  If you do not have the behavior card, please jot down a note when the behavior occurs or find that student’s card at the end of the day and record it. 

Level 4: Honors Level – (white behavior card)

· Honors level students do not wear lanyards.

· These students have all of the privileges associated with the green level, plus access to the Honors Lounge, special snacks, and special orders in the Point Store.

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

· Snack – top level snack 
· Monitoring – given hall pass (two trips daily to water fountain or bathroom without counselor supervision & can walk without counselor supervision during transitions) & a weekly report is sent home to parents.
· Member of Student Advisory Counsel – this counsel meets one time per week for 15-20 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 YEP.
· Groups – eligible to earn time out of groups by demonstrating mastery of skills & enjoy flexible seating groups with staff permission.

· Recreation Group – eligible to be a captain.
· Point Store- can browse items in the point store and make suggestions for new items in the point store.

Level 2 – (yellow)

· Snack – regular snack

· 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) 

· Groups – must sit in assigned seat.

· Recreation Group – eligible to participate

· Point Store- can purchase standard items stocked in store using order form. 

Level 1 – (red)

· Snack – restricted snack

· Monitoring – counselor must be within 10 feet of student at all times

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

· Recreation Group – time outs for rule violations in recreation 

· Points Store ​– restricted list of items from point store.
Positive Points System

To provide concrete positive feedback to students in the program regarding group participation, at the end of each group students will be awarded Palmetto Points. This system will compliment the Level System, which is designed primarily to manage inappropriate behavior.  On the other hand, the Positive Palmetto Points system will provide immediate feedback and reinforcement for good behavior. Students are awarded positive points for most of their groups.

· Students can earn more than 28 points per day:

· 4 for check-in

· 4 for working on homework/organization during check-in

· 4 for academic skills group/computer lab

· 4 points for study hall

· 4 points for recreation

· up to 4 bonus points for no rule violations during the 4 groups

· up to 4 more bonus points for exceptional performance (at counselors’ discretion)

· The only way to lose points is by providing incorrect information to a counselor.  There is a 5 point deduction for each instance of incorrect information.  For example, if a student says they have no homework when they check in and their counselor later finds the student has two homework assignments to do that night, that student will lose 10 points.

· Points may be exchanged for items in the Points Store during scheduled times only (usually two days a week)

· List of items in the YEP Store and their point costs will be made available separately and is subject to change. Stock items in the YEP Store include coupons for extra snacks, coupons for computer time, school supplies, and novelties items such as miniature USC basketballs and bracelet kits.  Students may also order special items, such as posters, book bags, and other items that may take three or four weeks of excellent behavior to earn.   

· During each group, the counselor should mark in the points earned column each point that was earned by placing an X in the box for an earned point.  Unearned points are indicated by circling the box.  Points that are half-earned are indicated by placing a dash “—” in the box.

Points System Description

· Check-In

· Four points possible

· Materials – 2 points possible
· 2 points if they have all homework materials and get them out without being asked

OR

· 1 point if they have all homework materials and get them out after being asked

· 0 points if child forgets any materials needed for homework

· Having assignments written down – 2 points possible
· 2 points for writing down homework in all four core subjects (writing either “none” or writing down an assignment for science, language arts, history, and math)

· 1.5 points for writing down homework in 3 core subjects 

· 1 point for writing down homework in 2 core subjects 

· .5 point for writing down homework in 1 core subject

· 0 points for writing down homework in 0 core subjects

Snack/Homework Time


Four standard points possible

· No rule violations – 1 bonus point possible 
· Clean up and Prompt Transition – 2 points possible
· 2 points for cleaning up their snack area after snack/social time, throwing away their snack when asked, and promptly getting their materials ready for transition

· 0 points for leaving their area messy (i.e. not cleaning up spills – crumbs or drips on the desk or floor) or for not putting away their snack and other materials promptly when instructed to do so

· Working on Homework/Organization- 2 points possible
· 1 point for starting independently

· 1 point for participating appropriately

· Homework Group

· Four standard points possible

· One bonus point for no rule violations

· Starting independently – 1 point possible
· 1 point for starting on homework without being prompted

· 0 points for not starting independently or for needing a prompt

· Staying on task (including staying in assigned area) – 3 points possible
· 3 points for staying on task during the entire homework time

· 2 points for staying on task during most of homework time

· 1 point for staying on task during half of homework time

· 0 points for staying on task less than half of homework time or for being disruptive to other students who are working on their homework
· Math Skills Group

· Four standard points possible

· One bonus point for no rule violations

· Math Skills Drills – 2 points possible
· 2 points for completing the entire math skills drills worksheet

· 1 point for completing at least half of the math skills drills worksheet

· 0 points for completing less than half of the math skills drills worksheets
· Good attitude- 2 points possible
· points for maintaining a positive attitude and effort towards work

· 1 point for moderate effort and a somewhat positive attitude towards work

· 0 points for little or no work completed and a negative attitude towards work

· Recreation and checkout

· One bonus point for no rule violations
· One bonus point for having good sportsmanship/use of social skills

· Up to three points for appropriate participation
Individual Goals

For most students, the level and points system will be sufficient to encourage appropriate behavior and progress toward academic, health, and behavioral goals.  Students will be taught self-monitoring of progress and other self-regulation skills (e.g., self-efficacy, problem solving).  For some students, however, special programs will be needed to establish and maintain progress toward program and personal goals.  The senior staff will work with counselors during group supervision meetings to design individualized programs, when necessary.  All staff should read this section to become familiar with the basic principles of behavior modification.

· Goals should be specified in an individualized Treatment Plan.  This form should specifically indicate what is to be checked during YEP agenda check-in when applicable (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 form should be clear enough that any counselor could implement the plan.  Once completed, the form should be placed in the check-in binder for that student’s room.
· Individual goals need to be discussed privately with each child, so the counselor should make sure to sit with the child they are working with apart from the other students in the group.  
Procedures

Individual goals plans enable YEP 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 YEP 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. Individual goals group allows each student to receive individual attention and target specific, relevant areas for change.  

The two main areas targeted in YEP with individual goals group are behavioral and academic functioning.  There may also be goals related to health behaviors, such as weight loss.

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.  

· Some teachers are not willing to utilize the DRC method, but are willing to put weekly progress reports in the YEP box each Friday.  

Steps to follow when creating a Daily Report Card:

· Contact the teacher(s) with whom you want to implement a DRC, explain the process, ask for the teacher’s feedback, and work collaboratively to determine the best system.

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

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

· To reduce teacher workload, students should be required to get a DRC signed only in those classes where he or she is experiencing the most difficulty  

· 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.

· The DRC should be three-hole-punched and placed in the front of the student’s school three-ring-binder.

· The DRC should cover at least one week and extra copies should be in the binder at all times.  Extra copies may also be given to the teacher if they are willing to keep them.

Contingencies –

Ideally, any student getting a DRC completed will have contingencies put in place both at the YEP and at home.  In our experience, however, we have found that it is best to focus on contingencies in the YEP until you are sure that the parent(s) will follow through on any home-based contingencies.  The worst thing you can do for your credibility with the child is to promise a reward for their effort, and then not deliver that reward.  As such, focus on contingencies you know you can control, and only add in parental contingencies later. 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 in order to utilize staff properly.  


Example YEP 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), 5 minutes of missed rec. for 25% completion (1 out of 4), 15 minutes of missed rec. for 0% completion (0 out of 4).

c) If student obtains 100% of signatures, they 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 YEP 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 YEP counselor is assigned to staff the recreation detention so that those students who have accumulated consequences have a place to work on homework while monitored.  If staff is not available, students with recreation detention must take their work with them to recreation and work within sight of the counselors.

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 YEP 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?

1 Commits assignments to memory instead of recording them in their agenda book.

2 Loses worksheets in binder, book-bag, or locker.

3 Leaves homework at home even after it is completed.

4 Loses homework at home.

5 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?

1 Student is not asking for help.

2 Student completes assignments incorrectly and is embarrassed to turn them in.

3 Student is having difficulty with subject matter and underestimates how long assignments will take.

4 Student does not understand subject matter and avoids doing it knowing it will take a long time.

5 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?

1 Parents/guardians don’t know to check agenda book.

2 Parents/guardians don’t ask to see completed homework.

3 Parents/guardians don’t quiz student on test material.

4 Parents/guardians work after-school and in the evenings and aren’t home to monitor.

1) Organizational Interventions –

· Set up contingencies for accurately recording homework in agenda book.
· 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.
· Set up contingencies for getting teachers initials in agenda book.
· 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.
· Set up contingencies for bringing all materials needed for homework to YEP.
· Set up contingencies for use of YEP homework folder.
· Have a parent initial agenda book when work gets finished.
· Have a parent initial agenda book when homework is placed back in YEP homework folder.
2) Knowledge or Skill Interventions -

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

· Again, family-based interventions are generally more advanced interventions than YEP interventions, and should be added only after success has been achieved with YEP-based interventions AND the counselor feels that the family is committed to providing consistent home-based contingencies.  Any intervention that includes working with the family should be directed to the student’s family counselor, often a psychology graduate student who may or may not also be a counselor in the YEP.  Not all students will have family counselors, so goals counselors may serve as “family contacts” if a counselor is not available.  A list of students and their family counselors will be available at supervision meetings.  
· Provide family counselor with information gathered about homework completion and low test performance.
· During phone contact, group leaders may suggest brief interventions such as having parent initial that he/she saw agenda book daily.
The YEP requires that Individual Goals programs specify goals, methods, and measures for each student in the program.  Treatment plans must also be written for the majority of goals.  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 earn at least 15 positive points each YEP day and will have no more than two teasings each YEP 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 in science and will achieve at least two B’s on science quizzes 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.  YEP 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 YEP. Many times YEP students and families will want to set a goal having to do with improving low school grades.  Many of the students in the YEP 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.”  In a case where a student has a 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 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 YEP, 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 YEP or; everyday that John comes to the YEP with all appropriate materials, he may go read a suitable book of his choice during snack time instead of doing work.  


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 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 YEP.  This will give Mike daily opportunities for success and will allow for goal tracking and progress monitoring. 

Counselors and students should decide on the goals in a collaborative manner instead of the counselor just dictating what the student must do.  Most students with low grades are not happy about it and will admit that they would like to do better.  To develop operationalized, realistic, short-term, and measurable goals, the counselors should utilize the Goals, Methods, and Measures forms.   The Goals form is where the counselor should describe the overall goal, such as “John will get no F’s on Science tests and will receive at least two C’s on Science tests during next three weeks.”  On the Methods form, you should describe HOW you’re going to achieve that goal.  Simply telling John to do better is not likely to make much of a difference.  So, you would list each method (there are usually several) you plan to implement such as “John will study science for 10 minutes at least four days per week” and “John will make 20 science flashcards each week.”  On the Measures form, you would then define how you are going to measure each method you specified.  For the first method (John will study each day), you would want to put something like “Number of minutes John studied each day.” You would then create a separate form for John to keep in his agenda book.  Each day, a counselor or parent could sign the sheet whenever he studies Science and indicate the number of minutes that he studied.  On the form you would want to note that YEP counselors must stamp the form next to their signature and parents must provide a full signature (not just initials) in order to minimize forgery.  Then, during each goals group, you would transfer the number of minutes they studied each day since the last time you saw them onto the measures form.  For the second method, you would write on the second line of the Measures form something like “number of flashcards created” and for each day you see John you would record the number of new flashcards he has to show you.  You would be sure to initial each flashcard so it cannot be re-used on you or on the other Goals Group counselor.  These are generally good kids, but we hope you get the point by now that they WILL forge and cheat sometimes if they think they can get away with it.  We want to make it hard for them to make such poor choices.

Rewards & Contingencies

Many of the above-listed interventions suggest setting up contingencies to encourage certain behaviors.  John, for example, is unlikely to be motivated to study each day for the sheer fun of it.  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 YEP may be motivated to achieve solely because he or she has developed a strong relationship with a YEP counselor or because he or she is experiencing success and wants to continue succeeding.   Sometimes however, adolescents in the YEP 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 YEP 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 YEP 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 YEP generalize to the home environment.  Each student in the YEP has a graduate student assigned to that family as either a family counselor or at least a family liaison (the graduate goals group leader).  The family liaison should discuss with the family counselor the possibility of setting up a home-based reward system.  Within the YEP 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 YEP groups to have free time (discuss this with the particular group leader first)..

· 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.  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 YEP, anytime an adolescent demonstrates 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 YEP 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 YEP 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 YEP may be set where an adolescent receives 5 minutes off of academic interventions group for every homework assignment written down.  If a YEP 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 YEP 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 YEP, 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 YEP, certain adolescents will be motivated by earning free time out of groups while others will be motivated by extra snacks or candy.  It is essential that YEP counselors choose a salient reward when setting up a reward system.
Appendices

DRC Examples

Program Rules

Level system criteria

Missing assignment report

	Daily Report Card Example #1

	Teacher’s Name –
	Student’s Name –

	Monday –
	Tuesday –
	Wednesday –

	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  Example #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 ______


Youth Empowerment 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.  

Suggested verbal call example:  After the prompt “Mary, you need to be reading page 7” and she does not begin reading with 10 seconds, you would say “Mary, that’s a Rule 1 Violation for not participating.” 

Record: Mark a hash mark “|” on the Rule 1 row under the appropriate column.

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.

Suggested verbal call example:  After the command “John, put down your pencil,” John does not put down his pencil, you would say “John, put down your pencil or that will be a Rule 2 violation.”  After 5 more seconds if he does not comply you would say “John, that is a rule 2 violation.  Put down your pencil.” 

Record: Mark a hash mark “|” on the Rule 2 row under the appropriate column.
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, abuses or destroys property, or reports misinformation.  Record H, D, V, A, P, or M on behavior card

Horseplay- (a) any non-verbal behavior that is rough, inappropriate, or would typically offend or annoy another peer, or (b) engaging in a physical behavior that intrudes on another student’s intimate personal space.  
Suggested verbal call example:  If Susie pushes Wes, you would say “Susie, that’s a rule violation for horseplay” 

Record: Mark an “H” on the Rule 3 row under the appropriate column.

Put down- any verbal or non-verbal behavior directed at another student that would typically offend or annoy a peer.


Suggested verbal call example: If Brad flips Bill off, you would say “Brad, that’s a put down”


Record: Mark a “D” on the Rule 3 row under the appropriate column.
Verbal Abuse – any verbal or non-verbal behavior directed at an adult that would typically offend or annoy an adult.

Suggested verbal call example:  If Susie teases you, you would say “Susie, that’s verbal abuse” 

Record: Mark a “V” on the Rule 3 row under the appropriate column.  Do NOT mark “VA,” just “V.”  Describe the behavior on the behavior card in the comments section.

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

Suggested verbal call example:  If Susie hits Wes, you would say “Susie, that’s aggression.  You are now on Level 1” 

Record: Mark an “A” on the Rule 3 row under the appropriate column.  Describe the behavior on the behavior card in the comments section.

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.

Suggested verbal call example:  If Susie draws on the desk, you would say “Susie, that’s property destruction.”  If she does not then stop, issue a command for her to stop.

Record: Mark a “P” on the Rule 3 row under the appropriate column.  Describe the behavior on the behavior card in the comments section.

Reporting Misinformation – any verbal or written statement that is untruthful, whether or not the teller is aware that the statement is untruthful.  If any portion of the statement is untrue, the statement is considered a misinformation.  This applies to assignments written in agenda books as well.  If a student incorrectly records a homework assignment, then that is considered to be a misinformation.  Each incorrectly recorded assignment is a separate misinformation.  Providing misinformation is the only behavior for which a student may lose positive points.

Suggested verbal call example:  If Jane says she has no homework but you talked to her teacher and know she has math problems, you would say “Jane, that is reporting misinformation because you have math homework.  You lose 5 points for the misinformation.  Write down your correct math homework and show me that you have your math workbook with you.” 

Record: Mark an “M” on the Rule 3 row under the appropriate column.  Place a circle around the M to draw attention to it for when the points are tallied at the end of the day.

Rule #4 – Communicate Appropriately:  GDR Violations #1,#2, & #3 only apply when group discussion rules are “in effect”. Interrupting and Complaining can be called at any time during the CHP.  Record 1, 2, 3, C, 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.  

Suggested verbal call example:  If Jimmy blurts out something while you’re talking to someone else, say “Jimmy, that’s interrupting.”  

Record: Mark an “I” on the Rule 4 row under the appropriate column.  It should look like an “I” and NOT a “1.”

Inappropriate Complaining – A student displays verbal or non-verbal communication that inappropriately communicates displeasure, resentment, or disapproval of a person, activity, or statement. If the communication meets the criteria for teasing or verbal abuse, then teasing or verbal abuse should be recorded and not complaining.

Suggested verbal call example:  If Kara says, “I hate these math worksheets” or “This program is stupid”, say “Kara, that’s complaining.”  

Record: Mark a “C” on the Rule 4 row under the appropriate column.

Foul Language – A student demonstrates verbal or non-verbal communication that would typically be considered obscene.  If the communication meets the criteria for teasing or verbal abuse, then teasing or verbal abuse should be recorded and not foul language.

Suggested verbal call example:  If Kara says, “I hate these #@&*ing math worksheets” or “This program is full of #@*+”, say “Kara, that’s  foul language.”  

Record: Mark a “F” on the Rule 4 row under the appropriate column.

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

Suggested verbal call example:  If Ben blurts out an answer without being called on when GDRs are in effect, say “Ben, that’s a group discussion rule violation.  Remember to raise your hand.”  

Record: Mark a “1” on the Rule 4 row under the appropriate column.  Make sure it looks like a “1” and NOT an “I.”

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.

Suggested verbal call example:  If Tommy repeats what Ben said when GDRs are in effect, say “Tommy, that’s a group discussion rule violation #2 because Ben already said that.”  

Record: Mark a “2” on the Rule 4 row under the appropriate column.

GDR #3 – stay in assigned area

Suggested verbal call example:  If Tricia gets out of her desk without asking when GDRs are in effect, say “Tricia, that’s a group discussion rule violation #3.  You need to stay in your seat.  Please raise your hand and ask for permission if you need to leave your area.”  

Record: Mark a “3” on the Rule 4 row under the appropriate column.

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 2 consecutive weeks

⁯
On-time for YEP 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

⁯
3 or fewer occurrences of Horseplay and/or Put Downs during the past week

⁯
2 or fewer instances of complaining during the past week 

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

Level 2 (Yellow level)

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

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

⁯
4 or fewer occurrences of horseplay/put downs during the past week

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

⁯
4 or fewer instances of complaining during the past week

⁯
0 occurrences of property destruction and aggression

Level 1 (Red level)  -  Did not meet criteria for Level 2 during the past week
	Youth Empowerment 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:



	Individual Goals Group:



	Math 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 Horseplay Violations:
	
	Rule #3 Verbal Abuse Violations:
	

	Rule # 3 Put Down Violations:
	
	
	

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

	Rule #3 Reporting Misinformation Violations:
	
	Rule #4 Complaining Violations:
	

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

	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 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 YEP): ___________________________

Parent’s Signature (if completed at home): _____________________________
� In subsequent years, the after-school program will be at the Community Development Center of Marlboro County





� Some students will have DRCs (weekly report cards) to deal with individual behavior or academic programs.  All students will have WPUs (weekly progress updates).





�how often? 


�specify type, frequency, and duration of these programs
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