Procedures for Record-keeping and Decision making

To ensure the effective, efficient, relevant, and sustain implementation of a school-wide discipline system, school staff members must receive information that is accurate, timely, and easily available to guide decision making. In general, a record keeping and decision making system must have (a) structures and routines for data collection, (b) mechanisms for data entry, storage, and manipulation, and (c) procedures and routines for review and analysis of data.

General Decision Making Considerations
In general, schools regularly must consider, for example, the following questions:


1.
What practice should we adopt to address our needs?

a. What evidence supports the effectiveness of this practice?

b. What evidence suggests that this practice is appropriate for our school? Can this practice be modified for the unique features of our school?

c. What can we learn from other schools that have used this practice?


2.
Is adequate progress being made (effectiveness)?


3.
Are current practices being implemented with high fidelity or accuracy (efficiency)?


4.
What elements of a practice can be eliminated and still maintain the same level of progress (efficiency)?


5.
What practices should be modified to improve progress? (effectiveness)?


6.
Do students, staff members, parents, and/or community members support the use of current practices and their impact?

Guidelines
Record keeping and data decision making systems must be effective, efficient, and relevant.

1. 
Develop data collection procedures that are integrated into typical routines (e.g., office discipline referrals, attendance rolls, behavior incident reports).

2. 
Regularly assess the accuracy of data collection procedures.

3. 
Limit data collection to information that answers important student, classroom, and school questions.

4. 
Establish specific structures and routines for staff members to receive weekly/monthly data reports about the status of school-wide discipline.
5. 
Precede all decision making efforts with “What do our data indicate?”

6. 
Use teams to review data and develop data-based action plans.

7. 
Establish specific data-decision rules to guide review of data.

8. 
Develop data storage and management procedures that

a. Can be managed accurately by 2-3 staff members at any time

b. Consume no more than 1% of the time available in a school day.

c. Can summarize data in an efficiently, timely, and graphically informative manner.










