


MO SW-PBS TEACHER TOOLS
Procedures and Routines
Practice: Classroom procedures are defined, posted, taught, and referred to regularly. Procedures are the methods or process for how things are done. Procedures break down rules into teachable steps. When procedures are taught to fluency they help students form routines to efficiently and smoothly accomplish tasks. When the procedure has been identified, taught, and practiced, it becomes a routine which has a clear meaning for all students.

	Elementary Example
	Secondary Example

	Learning Position
	Class Discussion

	· Sit with your bottom on your chair
· Sit with your legs under your desk
· Keep both feet on the floor
· Look at the teacher when they talk to the class
· Keep your materials on top of your desk
	· Prepare for discussion by reading the required as- signment in advance
· Wait until the other person is finished speaking
before you talk
· Stay on topic
· Respect others’ opinions and contributions
· Use appropriate expressions of disagreement
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Procedures and Routines: Self-Assessment
Practice: Classroom procedures are defined, posted, taught, and referred to regularly.
Classroom procedures and routines have been established and posted to increase structure and predictability in the classroom.


· I use classroom routines/procedures with my students.
· [bookmark: _GoBack]Classroom procedures are written/displayed.
· Classroom procedures are posted in a location that is visible for students.
· Classroom procedures are developed for all common tasks/activities.
· Classroom procedures are written in student friendly language.
· Classroom procedures are effective for their intended routines.

Yes	No
Yes	No
Yes	No
Yes	No
Yes	No
Yes	No



Classroom procedures and routines are directly taught and practiced throughout the school year.


· Classroom procedures and routines are directly taught.
· Classroom procedures and routines are taught and practiced throughout the year.
· I sometimes use procedures and routines that are inconsistent with the those posed in my classroom.
· I teach procedures and routines at the beginning of the year.
· Classroom procedures and routines mostly remain consistent across the school year.
· When classroom procedures and routines change during the school year they are explicitly retaught and practiced.

Yes	No
Yes	No
Yes	No

Yes	No
Yes	No
Yes	No



Students receive specific positive feedback regularly when they follow classroom procedures and routines.


· When students make errors in the performance of procedures and routines they receive feedback.
· When students perform procedures and routines as expected they receive feedback.
· When students perform procedures and routines as expected they are given verbal positive, specific feedback.
· When students perform procedures and routines as expected, they are provided reinforcing feedback using a variety of verbal and nonverbal methods.

Yes	No

Yes	No
Yes	No

Yes	No



Students can clearly describe and perform regular routines and procedures (entering/exiting room, participating in class, transitions, accessing materials, etc.)


· My students are able to independently describe common procedures and routines.
· My students are able to independently follow classroom procedures and routines.
· My students require significant prompting to follow classroom procedures and routines.
· My students are able to explain a few common procedures and routines.
· My students need minimal prompting to follow classroom procedures and routines.

Yes	No
Yes	No
Yes	No
Yes	No
Yes	No


















Procedures and Routines: Practice Profile

	Procedures and Routines

	Essential Functions
	Exemplary/ Ideal Implementation
	Proficient
	Close to
Proficient
	Far from
Proficient

	Classroom procedures and routines have been estab- lished and post- ed to increase structure and predictability in the classroom.
	· Procedures are in place for common routines (entering/ exiting classroom, getting teacher attention, accessing materials, etc.) and clearly posted in student-friendly language as a visual re- minder to staff and stu- dents.
· Procedures are clear and effective for the intended routines.
	· Procedures are in place for common routines (entering/ exiting classroom, getting teacher attention, accessing materials, etc.) and clearly posted in student-friendly language as a visual reminder to staff and students.
	(Skill is emerging, but not yet to ideal proficiency. Coaching is recommended.)
	(Follow-up professional development and coaching is critical.)

	
	
	
	· Procedures are posted for some routines, though the language is unclear AND/OR
· Procedures are not posted or are otherwise difficult to see (too small, hidden by other objects, etc.
	· No evidence of established classroom procedures or routines.

	Classroom procedures and routines are directly taught and practiced throughout the school year.
	· Clear plan for directly teaching and regularly practicing procedures and routines exists.
· Established procedures and routines remain con- sistent across time, or if adjustments are needed, are retaught and practiced to better accommodate context.
	· Clear plan for di- rectly teaching and regularly practicing procedures and routines exists.
	· Procedures and routines were taught at the be- ginning of the year, but no plan for on- going teaching and practice is evident.
	· No evidence of teaching
procedures and routines OR
· Procedures and routines verbally described
by teacher are inconsistent with posted procedures and routines.

	Students receive specific positive feed- back regularly when they fol- low classroom procedures and routines.
	· Teacher provides specific positive feedback to individ- uals and/or group when following procedures and routines using a variety of methods (verbal, non-ver- bal, accompanied by tangi- ble, etc.) e.g. “Thank you for going right to your table and taking out your notebook."
	· Teacher provides verbal specific positive feedback to individuals and/ or group when following procedures and routines,
e.g. “Thank you for going right to your table and taking out your note- book."
	· Teacher provides acknowledgment for performance of procedures and routines, though not specific.
	· Performance of procedures and routines as expected is not acknowledged OR only errors are acknowledged.

	Students can clearly describe and perform regular routines and procedures (entering/ exiting room, participating
in class, transi- tions, accessing materials, etc.)
	· Students perform proce- dures and routines without prompting.
· Students can clearly explain to new students or others (substitute teachers, etc.) what to do.
	· Students perform procedures and routines with mini- mal prompting
· Students can ex- plain a few of the procedures and routines to new students or others what to do when asked.
	· Students require significant prompt- ing to perform common routines AND/OR
· Students cannot describe or explain procedures or rou- tines to others.
	· Students are unable to de- scribe common procedures and routines OR
· Classroom procedures and routines are not followed by students.
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