Common Area Behavior Log: Instructions for Use
Steps for Recording Problem Behaviors 

Set-up
1. Start a new log sheet each week. Add more log sheets during the week if needed.

2. Log those problem behaviors that required consequating (anything from minor misbehavior to moderately serious to major).

3. The logs will have privileged, confidential information recorded on them, but the person completing the log should place some kind of consistent and unique identifying mark in the space provided for a name. Care should be given when identifying students on the log so that other students and unauthorized adults cannot positively identify the student being logged.

4. Be sure to record the starting and ending dates for the period the log covers.

Using the Log While Supervising
1. Keep the current “working” log on a clipboard with a non transparent cover sheet over it.

2. When confronted with problem behavior, take care of the problem first – correct, reteach, and or consequate the behavior recording any information on the log. Your full attention should be on the student(s) in order to establish a business-like yet respectful active listening relationship. Only write while processing if you are concerned that information will be lost (i.e., unfamiliar names, lots of names, etc.)
3. Identify the student(s) involved in some consistent manner (i.e. first name(s) only, initials, code name(s), etc., see # 3 in the Set-up section above) and indicate the student(s) grade in the first box on the first empty row from the top after consequating the behavior.

4. Note each problem behavior- what the student or students did - and the date it occurred. Students may have more than 1 per day.

5. Note the consequence or response for the behavior - what you did.

Using Data from the Logs

1. Discuss the information from each log at a weekly or bi-weekly supervisor team meeting. Meetings should take no more than 30 to 45 minutes once the routine is established. The team should consist of an administrator, a certified staff representative (if applicable), and as many of the staff involved in common area (non-classroom) supervision as possible.
2. Have one team member serve as facilitator. 

3. If a student has at least one major referral or has a high rate (≥ 3 per recess, ≥ 5 per week, etc.) of minor problem behavior, bring their name and information forward onto next week’s log, recording it in the “Watch-List” space provided at the top of the log sheet. Students who are on the “Watch-List” should be monitored closely, precorrected for appropriate behavior before difficult activities or times, and reinforced at a high rate for behaving as expected.
4. If a student has one or two minor problem behaviors during the week, do not bring their name forward to the next log.

5. Make a decision on how you will deal with students who exhibit chronic, persistent, or severe problem behaviors. For example: Students with     minimum number here    or more problem behaviors logged in one week get a Level 2 referral.
6. Students who are noncompliant, defiant, aggressive, threatening, etc. should be immediately referred to the office.
7. Once a student who has been “brought forward” does not meet the guidelines (see # 3 above) for the next log period, his or her name should be dropped from the “Watch-List.”
8. Students who have gone on and off the “Watch-List” several times (for example, 3 or more times a term) should be brought to the attention of the principal, teachers, counselor, etc.
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