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MBI Planning Process Analyses EXAMPLE 
 
 

The obj ect ive of  t he MBI  Pr ocess Analyses is t o def ine an act ion plan t o incr ease t he wor king 
capacit y needed t o ef f ect ively implement  and sust ain MBI  ef f or t s.  The Pr ocess Analyses 
Checklist  can be used t o guide pr oblem solving r egar ding what  st r uct ur es (syst ems/ pr act ices/ dat a) 
ar e needed t o build capacit y f or  each component .  The f ollowing pages ar e pr ovided as a r esour ce 
t o guide your  assessment  and act ion planning. 
 
Guidelines f or  Use: 
 

¥ Complet e as a t eam 

¥ Consider  exist ing implement at ion of  behavior -r elat ed ef f or t s, init iat ive, pr act ices, pr ocedur es 
and pr ogr ams. 

¥ Answer  quest ions f or  each sect ion.  You may want  t o wor k t hr ough t he analysis f or  var ious level 
of  int er vent ion (e.g. pr imar y, secondar y, t er t iar y) 

 
Dat e______________________________________ 
 
Member s of  Team Complet ing Assessment ________________________________________ 
 
 

 
 

 
 
 
 

 
 
 
 
 
 
 
 

Level of  I mplement at ion Being Considered 
 

!  Universal 

!  Target ed Group 

!  I ndividual St udent  

!  Specif ic Pract ice _________________ 
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Developing the Action Plan 

Cafeteria Example DRAFT May 19, 2004 
 
Develop an act ion plan f or  each component , using t he complet ed checklist  as your  guideline.  For  
each cr it ical component  t hat  is not  in place, out line t he r equir ed act ivi t y (t ask analysis), who will 
complet e t he t ask, and what  t he t imeline is using t he f ollowing f or mat :  
 

 ACTIVITY TASK ANALYSIS WHO WHEN 
I s t her e 
r esear ch/ evidence t hat  
suppor t s t he pr act ice 
you have decided t o 
adopt ? 
 

Review lit er at ur e on MBI  in 
nonclassr oom set t ings. 

Fr ed August  1 

Pr
ac

ti
ce

s 

What  lessons will be 
necessar y t o t each t he 
st udent s t he desir ed 
behavior ? 
!  Who will develop t he 

lesson plans? 
!  How will inst r uct ion 

be pr ovided? 
!  How will st udent s 

pr act ice t he desir ed 
behavior ? 

!  How will f eedback 
be pr ovided t o t he 
st udent s on t he 
per f or mance of  
t heir  behavior ? 

 

 
 
 
 
1.Review and r evise exist ing 
Cool Tools  
 
 
 
2. Review lessons in 
classr oom 
 
3. Pr act ice r out ines in t he 
caf et er ia 
 
 
4. Bear  paws dist r ibut ed 
and r et eaching occur s as 
necessar y  
 

 
 
 
 
1. Gr ade level 
t eam member s 
and caf et er ia 
super visor s 
 
2. all t eacher s 
 
 
3. St udent s, 
t eacher s and 
caf Ž wor ker s 
 
4. t eacher s and 
caf Ž wor ker s 

 
 
 
 
1. August  1  
 
 
 
 
2. Fir st  week 
of  school 
 
3. Fir st  week 
of  school  
 
 
4. Boost er  
f or  one week 
each 
t r imest er   
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What  r out ines need t o 
be developed t o suppor t  
t he desir ed behavior , 
impr ove t r ansit ions or  
movement , or  eliminat e 
pr oblems in t he 
envir onment ? 
!  How will t he r out ines 

be t aught  t o t he 
st udent s and st af f ? 

!  How will t he 
st udent s pr act ice 
t he r out ines wit h 
f eedback? 

 

Assess t r af f ic f low and 
r out ines f or  caf et er ia and 
r eview discipline r ef er r als 
f or  t r ends. 
 
1. Each gr ade level t eam is 
t aught  new r out ines and 
t r ansit ions 
 
2. Lessons int r oduced in 
classr oom, pr act iced in 
caf et er ia 

MBI  t eam 
 
 
 
 
1.MBI  gr ade- level 
t eam r eps. 
 
 
2. Classr oom 
t eacher s and 
caf Ž st af f  

J une 1, 2004 
 
 
 
 
1.Fir st  week 
of  school 
 
 
2.Boost er  
f or  one week 
each 
t r imest er  
 

How will t he st udent s 
be encour aged t o use 
t he desir ed behavior ? 
!  What  r einf or cement  

will be used? 
!  How will i t  be 

communicat ed t o 
st udent s? 

 

Bear  paws t icket s ar e given 
by caf Ž st af f  when 
st udent s exhibit  expect ed 
behavior s. St udent s t ear  
of f  a por t ion of  Bear  paw t o 
t ake home t o par ent s and 
ot her  half  of  Bear  paw is 
post ed in caf Ž. When t he 
bear  silhouet t e in caf e is 
cover ed wit h bear  paws t he 
ent ir e school celebr at es 
(e.g. popcor n par t y, ice 
cr • me). 

Teacher s and 
caf Ž wor ker s 
explain    
f eedback/  
encour agement  
syst em t o 
st udent s in class 

Fir st  week 
of  school 

 

How will cor r ect ions be 
made f or  inappr opr iat e 
behavior ? 
!  Do t he pr ocedur es 

t ake an inst r uct ional 
appr oach? 

!  Do t he pr ocedur es 
pr ovide addit ional 
oppor t unit ies f or  
pr act ice wit h 
f eedback? 

!  Have a cont inuum of  
r esponses been 
ident i f ied t o t he 
st af f ? 

Reminder s of  appr opr iat e 
caf Ž behavior  given  
 
Ret eaching will t ake place 
 
 
Line up quiet  st udent s f ir st  
t o go t o r ecess 
 
 
 
Maj or  violat ions (t hr eat s, 
physical aggr essions, et c) 
may be sent  t o t he of f ice 

Caf et er ia 
wor ker s  
 
Caf et er ia 
wor ker s 
 
Caf et er ia 
wor ker s and 
Playgr ound 
super visor s 
 
Caf et er ia 
wor ker s and 
Playgr ound 
super visor s 

Ongoing 
t hr oughout  
t he year  
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How will t he new 
pr ocedur es and 
pr act ices be 
communicat ed t o t he 
st af f ? 
!  How will t he need 

f or  t he new 
pr ocedur es be 
communicat ed? 

!  What  Òr eminder s 
and pr ompt sÓ will be 
put  in place t o 
encour age 
implement at ion? 

 

St af f  ident if ied caf et er ia 
as a Òhot  spot Ó. 
 
Each gr ade level t eam is 
t aught  new r out ines and 
t r ansit ions and pr ovided 
lessons 
 
Reminder s and updat es 
t hr ough 
Memos, email r eminder s, 
f acult y handbooks, mor ning 
announcement s, discussion 
at  gr ade level and f acult y 
meet ings, et c. 

MBI  t eam gr ade 
level r eps and 
administ r at or s 

Ongoing 
Sy

st
em

s 

What  ar e t he 
super vision 
r equir ement s needed t o 
suppor t  t he st udent  
behavior ? 
!  Have adult  

expect at ions been 
clear ly def ined and 
communicat ed? 

!  Has a super vision 
schedule been 
developed and 
clear ly 
communicat ed? 

!  Have Òpr oblem 
spot sÓ been 
ident i f ied t hat  
r equir e addit ional 
super vision? 

 

Develop set  of  r out ines and 
adult  expect at ions f or  
caf et er ia. 
 
 
Rout ines and adult  
expect at ions included in 
f acult y handbook and MBI  
binder  
 
Per pet ual calendar  of  
assigned dut ies and 
super vision r esponsibi lit ies; 
copied f or  t eacher s 

MBI  Team, 
caf et er ia 
super visor  & 
administ r at or s 
 
MBI  Team, 
caf et er ia 
super visor  & 
administ r at or s 
 
MBI  Team, 
caf et er ia 
super visor  & 
administ r at or s 

Summer  
 
 
 
 
Teacher  
wor k day 
pr ior  t o 
school year  
 
Teacher  
wor k day 
pr ior  t o 
school year  
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What  t r aining is 
necessar y f or  t he new 
pr ocedur es and 
pr act ices t o be 
implement ed? 
!  Does non-cer t if ied 

st af f  r equir e special 
t r aining?  How will 
t hat  be pr ovided? 

!  Who will do t he 
t r aining /  coaching? 

!  How will f eedback 
be pr ovided t o 
t r aining r ecipient s? 

 

 
 
 
 
 
1. Ot her  caf et er ia wor ker s 
and aides t r ained in 
r out ines/ pr ocedur es 
 
2. Consult at ion bet ween 
caf Ž super visor  and 
administ r at or s 
 
3. I nf or mal and f or mal j ob 
per f or mance assessment s 

 
 
 
 
 
1.Caf e super visor  
 
 
 
2. Caf Ž 
super visor   
 
 
3. Caf Ž 
super visor  and 
administ r at or  

 
 
 
 
 
1. Wor k days 
pr ior  t o 
f ir st  week 
of  school 
2. ongoing 
t hr oughout  
school year  
 
3. Mid-year  
and end-of -
year  
assessment s 

Will r esour ces (people, 
t ime, mat er ials, space) 
need t o be allocat ed or  
r eallocat ed t o 
successf ully suppor t  t he 
implement at ion of  t he 
new 
pr ocedur es/ pr act ices? 
!  For  t r aining? 
!  For  super vision? 
!  For  evaluat ion? 
 

 
 

Caf Ž super visor  paid f or  
ext r a t ime involved in 
t r aining st af f  

 
Caf et er ia per sonnel 
schedules wer e changed 
t o suppor t  
implement at ion 

 
 
Administ r at or  
appr oved 
 
 
 
 
Administ r at or  
appr oved 

 
 
Pr ior  t o 
f ir st  week 
of  school 
 
 
Pr ior  t o 
f ir st  week 
of  school 

 

What  t ype of  on-going 
suppor t  is needed t o 
suppor t  st af f  in 
implement at ion? 
 

Time allot t ed in school day 
f or  t eaching / r et eaching  
r out ines 
Reminder s and updat es 
t hr ough 
Memos, f acult y handbooks, 
email r eminder s, mor ning 
announcement s, discussion 
at  gr ade level and f acult y 
meet ings, et c. 

MBI  t eam and 
administ r at or s 

Ongoing 
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How will t he new 
pr ocedur es, pr act ices, 
and syst ems of  suppor t  
be t r anslat ed int o 
policy? 
 

Pr ocedur es document ed in 
f acult y handbook 

MBI  t eam and 
administ r at or  

Summer   

How will t he new 
pr ocedur es and 
pr act ices be 
communicat ed t o 
par ent s? 
 
 

St udent  handbooks, school 
websit e, weekly f older s 
home, par ent  and t eacher  
conf er ences 

Administ r at or s, 
MBI  t eam and 
t eacher s 

Ongoing 



 

Newcomer 2004 7/3/2006 7 

 What  dat a will be 
collect ed and r eviewed 
f or  f or mat ive 
evaluat ion? 
!  How will dat a be 

collect ed? 
!  How and who will 

r eview t he dat a? 
!  How will 

implement at ion 
int egr it y be 
evaluat ed? 

!  What  ar e t he 
f or mat ive dat a 
decisions used t o 
make adj ust ment s t o 
implement at ion?  

!  How will f or mat ive 
and summat ive 
evaluat ions be 
pr esent ed t o t he 
st af f ? 

 

1. Dat a collect ion: of f ice 
r ef er r als, inf or mal 
evaluat ions, st af f  input  at  
meet ings, consult at ion 
bet ween administ r at or  and 
caf Ž wor ker s, st udent  
int er views 
 
 
2. Dat a r eview: MBI  t eam 
r eviews r egular ly and 
shar es wit h st af f  
 
3. I mplement at ion int egr it y: 
Of f ice r ef er r als locat ion 
and t ime, st af f  
obser vat ions f or  int egr it y 
 
 
4. 5 or  mor e of f ice 
r ef er r als in caf et er ia will 
t r igger  a r eview of  
pr ocedur es, or  if  schoolwide 
celebr at ion does not  occur  
at  least  ever y t r imest er  
  
5. Dat a  summar ies of  t ime, 
locat ion, pr oblem behavior  
pr esent ed at  each f acult y 
meet ing 

 
 

MBI  t eam, SWI S 
dat a ent r y 
per sonnel/ school 
secr et ar y, 
classr oom 
t eacher s, 
administ r at or , 
st udent s 
 
MBI  t eam 
 
 
 
MBI  f aci lit at or , 
administ r at or , 
school st af f , 
caf et er ia 
super visor  
 
MBI  t eam 
 
 
 
 
 
 
MBI  t eam dat a 
coor dinat or  

Ongoing 
 
 
 
 
 
 
 
 
Mont hly 
r eview 
 
 
Mont hly 
r eview 
 
 
 
 
Mont hly 
r eview 
 
 
 
 
 
Mont hly 

D
at

a 

How will st udent  
out comes be measur ed? 
!  How will out come 

dat a be collect ed 
and r eviewed? 

 

Annual MBI  Bluepr int  
sur vey, st udent  social 
validit y sur veys, SWI S dat a 
and number  of  celebr at ions 
will be collect ed. 
 

MBI  t eam, 
administ r at or , 
MBI  t eam dat a 
coor dinat or  

Mont hly 
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How will adult  
per cept ions be 
measur ed? 
!  Teacher  social 

validit y? 
!  St af f  social validit y? 
!  Par ent  social 

validit y? 
 

Social validit y sur veys f or  
t eacher s, st af f  and 
par ent s, MBI  Bluepr int  
sur vey of  st af f  

MBI  t eam dat a 
coor dinat or  

Annually 

How will ef f ect iveness 
of  suppor t ing syst ems 
be evaluat ed? 

Social validit y sur veys f or  
t eacher s, st af f  and 
par ent s, MBI  Bluepr int  
sur vey of  st af f , r educt ion 
in of f ice r ef er r als pr e/ post  
implement at ion, st af f  
indicat e t hey ar e well 
inf or med and in agr eement  
wit h r out ines and 
pr ocedur es, st af f  indicat e 
super vision and r esour ces 
ar e adequat e  

MBI  t eam dat a 
coor dinat or  

Ongoing 

 

How will cost  benef i t  of  
pr ocedur es/ pr act ices 
be evaluat ed? 
 

Caf et er ia st af f  wi ll indicat e 
f ewer  behavior  pr oblems 
and decr ease in of f ice 
r ef er r als  

Caf et er ia st af f  
and 
administ r at ion, 
MBI  t eam 

Mont hly and 
annual 
r eview 

 


