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Hello, Update Goodbye (H.U.G.) Program

Brief outline of the activity:


The H.U.G. Program is a check-in/Check-out system for students who need extra behavioral support.  Parents, teacher, student, and the H.U.G coordinator meet and talk about the program and learn about their respective responsibilities.  Student checks in each morning with the H.U.G. Coordinator.  He or she receives a sheet with the school goals and takes that sheet to the classroom.  The student earns points (0, 1, or 2), based on their behavior for each goal for each rating period.  At the end of the day the student brings the sheet back to the H.U.G. Coordinator and the points are tallied.  If the student makes their goal (usually 80% of the points) they can earn a prize.  The sheet is then brought home for parents to review and give positive feedback.  The student returns the sheet to the H.U.G. Coordinator the next day and gets a new sheet.  

Who is the targeted audience? (i.e., grade level, gender, ethnicity)?


Elementary aged students

Who coordinates/runs the program? 


The H.U.G. Coordinator -This can be the counselor, secretary, or other person who is available at the beginning and end of each day and who is very positive and encouraging.

How often?


Daily

What part of the triangle does it serve?


This serves the Yellow Zone students

Where does it fit into the Counseling Framework? (Learn to Work, Learn, Contribute, or Live)?


Learn to Live

What is the cost?


Very little - Prizes can be small things such as stickers, or can be social reinforcers such as lunch with counselor, computer time, 10 minutes of basketball in the morning.

HUG “Hello, Update, Goodbye” Program

The HUG Program is a means to respond positively to students who need extra support with their behavior.  On a daily basis, staff can teach them appropriate behaviors and provide them with opportunities to practice as they move from activity to activity.  Additionally, the HUG Program provides for reinforcement and positive attention from adults.  The HUG Program also provides for daily communication between a student and his/her teacher and between the school and parents.  Additionally, data is collected to determine whether the program is successful or whether changes need to be made.

The HUG Program consists of a plan and process that allow students to:

· Check in with a significant adult before school

· Carry a tracking form

· Ask their teacher to rate their behavior

· Check out at the end of each day

· Take the form home to parents

· Return the HUG form the next morning

Prior to the student beginning the HUG Program, the HUG coordinator will meet with the student and teacher to discuss the program.  The coordinator will also go over the program with the parents.  All parties will sign the contract agreement.

The HUG Program is designed to facilitate positive interactions between students and significant adults, teach good behavior skills, and provide a means for home-school communication.  The HUG check-in creates a safe space for these students; they come to trust and respect the adults who are consistently there for them.  The program does not include negative consequences or punishment, just encouragement and positive attention.  Parents are encouraged to provide reinforcement at home when the HUG goal is met and constantly offer feedback and encouragement to their sons or daughters.

HUG Program Overview

Morning Hello:
All HUG students will check in at the counselor’s office between 8:00 and 8:30 each morning.  At that time they will receive the following:

· A positive, sincere greeting

· A check to see if they are prepared for the day (lunch ticket, materials, etc.)

· A check to learn how they are feeling (any morning conflicts?)

· Collection of the returned HUG form signed by parents

· Verbal reinforcement for returning the signed form possibly accompanied by a sticker or small reward

· A new HUG form
During the Day Update:
The student will give the HUG form to his or her teacher.  The teacher will rate the student’s behavior at the times indicated on the form and offer a brief comment to the student about the rating.  The adult on recess duty will complete the recess portions of the form and the bus driver will complete the bus portions of the form.

End of Day Goodbye:
The students will return with their completed HUG form to the counselor’s room at 2:25 each day.  At that time the following will occur:

· The students will again receive a positive, sincere greeting

· The counselor or HUG assistant will check to see whether the student met his/her goal.  If so, the student will receive a small reward.  If not, the student will receive encouragement to try again tomorrow along with a problem-solving solving discussion of what they might do differently.

· The students will put their HUG forms into their backpacks to take them home to share with their parents.  Parents are encouraged to also give positive feedback to their children.  Parents then sign the form and put it in the student’s backpack for return to school.

HUG

(Hello, Update, Goodbye)

Name:  ____________________________   Date:  ________________

Please indicate whether the student has met the goal during the specified time period.

Meets:     (2 points)          So, so:     (1 point)          Doesn’t meet:     (0 points)

	Goals
	AM to Break/Recess
	AM Break/Recess
	AM Recess to Lunch
	Lunch Recess
	
	PM

	Be Safe
	
	
	
	
	
	

	Be Kind
	
	
	
	
	
	

	Be Responsible
	
	
	
	
	
	

	Total Points
	 
	 
	 
	 
	 
	 

	Teacher Initials
	 
	 
	 
	 
	 
	 


HUG Daily Goal       _____/36


HUG Daily Score     _____/36

Teacher Comments:  Please state briefly any specific behaviors or achievements that demonstrate the student’s progress.

AM to Recess/Break  _________________________________________________________________

AM Recess/Break      _________________________________________________________________

AM Recess to Lunch  ________________________________________________________________

Lunch Recess  ______________________________________________________________________

PM  ______________________________________________________________________________

Parent’s Signature:  _________________________________________________________________

Parent’s Comments:  ________________________________________________________________
HUG TEAM MEMBERS’ RESPONSIBILITIES

HUG Coordinator:
· Sign HUG Contract Agreement.

· Facilitate the check-in and check-out process.

· Provide HUG participants with positive and constructive feedback and small tangible rewards.

· Instruct involved staff members and bus drivers on the use of the HUG form.

· Collect, summarize, and report HUG data each week.
Teachers:

· Sign HUG Contract Agreement.
· Accept HUG Report Form from students.
· Evaluate student behaviors and complete the form.
· Offer constructive and positive feedback to students.
Parents of HUG Participants:

· Sign HUG Contract Agreement

· Review HUG Progress Report with child daily.

· Provide positive, constructive feedback.

· Communicate with the school when there are concerns or celebrations regarding the student’s behavior.

HUG Student Participants:

· Follow all HUG Program Guidelines.

· Sign HUG Contract Agreement.

· GIVE IT YOUR BEST!!!!

HUG Program Contract Agreement

I have read the HUG Team Members’ Responsibilities.  I understand that my signature indicates that I am willing to participate in the HUG Program and fulfill all my responsibilities.

Student signature:  _______________________________  Date  _________

Parent(s) signature(s):  ____________________________________  Date  _________

                                               ____________________________________  Date  _________

Teacher signature:  __________________________________________  Date  _________

Administrator signature:  ___________________________________  Date  _________

HUG Coordinator signature:  _______________________________  Date  _________

Copies will be given to all HUG participants.  Thank you for your participation and support!!!

Program to reduce Tardiness
Brief outline of the activity:

The school has a system for reducing the number of times students are tardy during a school year.  Parents and students are notified of this policy through newsletter and through review by teachers and staff at the school.

The policy goes into effect if a student is tardy more than three days in any month.  Beginning with the fourth day tardy in any month and for all future days tardy during that month, the student is not allowed the privilege of going to recess.  They bring work to the office and complete it there.

The school secretary pulls up a report in eSIS (our school’s data system) that lists students who have been tardy three or more days.  A note goes home with students who have been tardy three days.  If they have been tardy more than that, the secretary notifies the student’s teacher that the student should bring work to the office during recess.
Who is the targeted audience? (i.e., grade level, gender, ethnicity)?


Grades K - 5

Who coordinates/runs the program? 


Principal, Secretary, and Counselor

How often?


Daily

What part of the triangle does it serve?


This serves the Yellow and Red Zone students

Where does it fit into the Counseling Framework? (Learn to Work, Learn, Contribute, or Live)?


Learn to Work, Learn to Learn

What is the cost?


No cost

Other Ideas to Reduce Tardiness
Brief outline of the activity:
· Make a Cool Tool for getting to school on time and teach it
· Give an extra recess to the class with the least tardies for a month
· Each day that there are no tardies in a class, put a piece of a jigsaw puzzle together or spell out the words, “Perfect Attendance”.  The class receives a reward from the teacher when they complete the puzzle or spell the words.
· Have a “Sunshine Club” for those students who are frequently tardy.  Provide hot chocolate if students arrive on time.  Call them personally if they don’t.
· Keep teachers informed.  Provide them with data charts on attendance.
· Establish mentors to check-in with students and encourage on-time attendance.
· In middle and high school, reward students on random days and at random periods if they are “caught being on time”.  On those days, students who are late to class have to meet with the principal to discuss tardiness.
Who is the targeted audience? (i.e., grade level, gender, ethnicity)?


Grades K - 12

Who coordinates/runs the program? 


Secretary, Teachers, and Counselor

How often?


Daily

What part of the triangle does it serve?


This serves all students

Where does it fit into the Counseling Framework? (Learn to Work, Learn, Contribute, or Live)?


Learn to Work, Learn to Learn

What is the cost?


Minimal, cost of small prizes or hot chocolate.

Attendance Letters
Brief outline of the activity:


 If a student has been absent and/or tardy more than 5 days in any month or more than 10 days during a year, a series of letters are sent to parents to inform them of the importance of attendance and to encourage them to get their children to school.  Each month at the grade level’s EBIS meeting, attendance is reviewed and if the absences are not related to illness, a letter is sent.  If the attendance doesn’t improve after the first letter has been sent, then a second letter is sent.  The third letter explains that Truancy will be contacted if the absences continue.

Who is the targeted audience? (i.e., grade level, gender, ethnicity)?


All grade levels K - 12

Who coordinates/runs the program? 


Principal, Secretary, and Counselor

How often?


Daily

What part of the triangle does it serve?


This serves the Yellow and Red Zone students

Where does it fit into the Counseling Framework? (Learn to Work, Learn, Contribute, or Live)?


Learn to Work, Learn to Learn

What is the cost?


Cost of letter paper

First Attendance Letter
Date:
Re:  Correspondence No. 1

Dear Parents,
I hope all is well.  I wanted to write to you today because we have noticed that child’s name here has been tardy and/or absent 5 or more days since the beginning of the school year.  Because regular attendance has been tied to school success, and it is our desire to have every child be a success story, we are notifying you of this pattern.
Simply as a reminder, school begins at 8:20 a.m. and ends at 2:25 p.m.  Students are allowed to proceed to the classrooms at 8:10 a.m.  Previous to being dismissed to the classrooms, students in Kindergarten through second grade gather in the gym and students in third though fifth grade wait in the cafeteria.  Arriving early allows your child to prepare themselves for the day including putting their papers away, marking their lunch choice, saying hello to their friends, and sitting in their seats when the bell rings which sets the positive, focused tone for the day.

We will continue to watch attendance, including arriving on time, as the intent is to reduce gaps and interruptions in the learning process.  This year too, Templeton has implemented some fun incentives for kids, including an award given each month to the classroom that has the least number of “tardies.” On an individual basis, each trimester students who have been in attendance 97% or better, are awarded a coupon book of fun activities and prizes that can be used during the year.  Please help your child be successful by getting them to school on time and for the entire day.  
This is one of three letters that I’ve drafted to begin the process of keeping you informed and in establishing lines of communication as to attendance. 

If you have any questions about this letter, your child’s attendance records, or if we can provide any assistance, please do not hesitate to call.  Thanks for your continued support.
Sincerely, 

Principal

When is a student/parent in violation according to Oregon State Law?
ORS 339.065 (Unexcused absences)… Eight unexcused one-half day absences in any four-week period during which the school is in session shall be considered irregular attendance.

(Excused absences)… Not to exceed five days in a term of three months or not to exceed ten days in any term of at least six months.

Second Attendance Letter

Date:
Re: Correspondence No. 2

Dear Parents,
I hope all is well.  I wanted to take this opportunity to say hello and to provide you with some feedback as to your child’s attendance patterns.  One of the legal requirements made of every school is to keep track of student attendance, both absences and tardies.  Our records show that your child has already been tardy to school number of days here  and absent  number of days here days this school year.  This means, that since the beginning of school this year, student name here has been absent or tardy percentage here % of the school days.  This is a concern at this time.

You may wonder why we are so concerned about tardy and attendance issues.  It is because we care.  We care, as I know you do, that your son, your daughter has every opportunity to learn all that is taught on a daily basis, to develop and maintain strong friendships here at school, and to develop strong study habits and skills.  We need your child here at school, on time, and attending consistently to be able to do these things.  There are many reasons why students are absent or tardy, and some of them are good reasons and simply unavoidable.  Whatever the reasons, however, when students are not here for important instruction, they miss out.  We are at that point with your child.
This letter is meant to share a mutual concern.  In the spirit of that concern, I would like you to call me within 5 business days for a telephone conference at phone number.  I look forward to working together on this issue.  If for some reason the attendance/tardy pattern(s) continue after your attention to this letter and/or after we’ve had a chance to talk over the phone, our next steps are to meet at Templeton and conference to develop a plan together.   We are excited to have student’s name here at school every day and on time.  
Sincerely,
Principal

When is a student/parent in violation according to Oregon State Law?
ORS 339.065 (Unexcused absences)… Eight unexcused one-half day absences in any four-week period during which the school is in session shall be considered irregular attendance.
(Excused absences)… Not to exceed five days in a term of three months or not to exceed ten days in any term of at least six months.

Third Attendance Letter

Date:
Re: Correspondence No. 3

Dear Parent:
I hope all is well.  I wanted to take this opportunity to say hello and to provide you with some feedback as to student’s name here  attendance patterns.  One of the legal requirements made of every school is to keep track of student attendance, both absences and tardies.  Our records show that your child has already been tardy to school number of days here  and absent  number of days here days this school year.  This means that since enrollment, he, she has been absent or tardy percentage here % of the school days.  Our records also show that there is a history of this concern and that I have communicated with you about this through two previous letters that were mailed home.  At this time, your child’s attendance continues to be a concern.

Again, I want to emphasize that this correspondence is yet another attempt to develop a positive relationship between home and school in an effort to work together to change the current pattern of being late and/or absent from school on a more regular basis.
I would like to meet with you regarding your child’s attendance.  Please call me within 5 business days to set up an appointment.  My Head Secretary, Name, will work with you to set up a time to meet with me.  She can be reached at Phone number.  I look forward to meeting with you and working together on this issue.  If for some reason the attendance/tardy patterns continue and our efforts to work together are not successful, our next steps require us to contact truancy officials.  We are excited to have student’s name here at school every day and on time.
Sincerely,

Principal

When is a student/parent in violation according to Oregon State Law?
ORS 339.065 (Unexcused absences)… Eight unexcused one-half day absences in any four-week period during which the school is in session shall be considered irregular attendance.
(Excused absences)… Not to exceed five days in a term of three months or not to exceed ten days in any term of at least six months.

First Attendance Letter – Spanish
Fecha:  

Re: Correspondencia #1

Estimados Padres,

Espero que todo este bien.  Les escribo hoy porque ha llegado a mi conocimiento que (child’s name here)  ha estado llegando tarde y/o  estado ausente 5 o mas días desde el comienzo del año escolar. Les informamos sobre la presente situación porque la asistencia a la escuela con regularidad esta directamente relacionada con el éxito del estudiante y nuestro deseo es que cada estudiante tenga éxito.
Les recordamos que las clases empiezan a las 8:20 am. y terminan a las 2:25 pm.  A los estudiantes se les permite entrar a las clases a las 8:10 am.  Antes de entrar a su respectivas clases los estudiantes de Kindergarten hasta Segundo grado se reúnen en el gimnasio  y los estudiantes de tercero hasta quinto grado esperan en la cafetería.  Llegar a la escuela temprano le permite a su niño prepararse para el día escolar como arreglando sus papeles, escogiendo el menú para el almuerzo,  saludando a sus amigos,  y  el estar sentado en su sitio cuando suena el timbre le permite comenzar el día en un tono positivo.

Vamos a continuar controlando la asistencia, incluyendo la hora de llegada, para tratar de reducir interrupciones en el proceso educativo.  Además, este año ( name of school) ha implementado unos incentivos para los niños, incluyendo un premio mensual a la clase que tenga el menor número de tardies (estudiantes que llegan tarde).   En a un nivel individual, cada trimestre los estudiantes que hayan mantenido una asistencia de 97% o mejor, son premiados con un libro de cupones para actividades divertidas que pueden ser utilizados durante el resto del año.  Por favor ayude a su niño a tener éxito haciendo que llegue a la escuela a tiempo y para todo el día.

Esta es una de tres cartas que he redactado para empezar el proceso de mantenerlos informados y establecer vías de comunicación relacionadas con la asistencia.

Si tienen cualquier pregunta sobre esta carta, sobre la libreta de asistencia de su niño, o si les podemos dar cualquier ayuda, por favor no vacilen en llamarme.  Gracias por su continuo apoyo.

Atentamente

Director

Cuando esta un estudiante/padre violando la ley del Estado de Oregón?

ORS 339.065 ( ausencias sin excusas/disculpas)  Ocho ausencias de medio-día sin excusas en un periodo de cuatro semanas durante el cual la escuela esta en sesión será considerada como asistencia irregular.

(Ausencia con excusas/disculpas)...No deben ser mas de cinco días en un periodo de tres meses y no deben exceder mas diez días en un periodo de seis meses.
Second Attendance Letter – Spanish

Fecha:

Correspondencia #2

Estimados Padres,
Espero se encuentren bien.  Quiero aprovechar esta oportunidad para saludarlos e darles información sobre la asistencia a clases de su niño. Todas las escuelas tienen una obligación legal de controlar la asistencia escolar de los estudiantes, tanto las ausencias como las tardanzas.  Nuestros registros indican que su niño ha llegado tarde a las escuela  number of days here  días y ha estado ausente  number of days here días este año escolar.  Esto significa que, student name here  ha estado ausente o llegado tarde percentage here % de los días de escuela.  Esto es ahora una preocupación.
Ustedes se preguntarán porque me preocupan los asuntos sobre tardanzas y ausencias. Nosotros tenemos interés, al igual que ustedes,  de que su hijo, su hija tenga todas las oportunidades de aprender lo que se enseña diariamente, que adquiera y mantenga buenas amistades en la escuela y que desarrolle el hábito de estudiar y nuevas habilidades.  Para lograrlo necesitamos que su niño llegue a la escuela a tiempo y que asista en una forma consistente.  Hay muchas razones por las que los alumnos están ausente y llegan tarde, algunas son buenas razones y a veces son inevitables.  Sin embargo, cuando los estudiantes están ausentes ellos pierden mucho.  Ahora estamos enfrentando esta situación con su niño. 
Esta carta es para compartir con ustedes nuestra preocupación. En relación a esta, me gustaría que me llamen por teléfono al (phone number) dentro de los próximos 5 días hábiles para una conferencia telefónica.  Espero poder trabajar con ustedes para resolver este problema.  Si por alguna razón las tardanzas y o las ausencias continúan después de recibir esta carta o después de nuestra conversación telefónica,  entonces sería necesario reunirnos con ustedes acá en (school) para resolver el problema juntos. A nosotros nos entusiasma la idea de que student’s name here acuda  puntualmente a la escuela todos los días.

Atentamente,

Director

Cuando esta un estudiante/padre violando la ley del Estado de Oregón?

ORS 339.065 ( ausencias sin excusas/disculpas)  Ocho ausencias de medio-día sin excusas en un periodo de cuatro semanas durante el cual la escuela esta en sesión será considerada como asistencia irregular.

(Ausencia con excusas/disculpas)...No deben ser mas de cinco días en un periodo de tres meses y no deben exceder mas diez días en un periodo de seis meses.

Third Attendance Letter – Spanish

Fecha:

Correspondencia #3
Estimados Padres,
Espero se encuentren bien.  Quiero aprovechar esta oportunidad para saludarlos e darles información sobre la asistencia a clases de student’s name here. Una de las obligaciones legales de todas las escuelas es controlar la asistencia escolar de los estudiantes, tanto las ausencias como las tardanzas.  Nuestros registros indican que su niño ha llegado tarde a las escuela  number of days here  días y ha estado ausente  number of days here días este año escolar.  Esto significa que, student name here  ha estado ausente o llegado tarde percentage here % de los días de escuela.  Nuestros registros también indican que les hemos comunicado con anterioridad en dos cartas nuestra preocupación con esta irregularidad.  En la actualidad la asistencia del su niño continua siendo un problema.
Quiero poner énfasis que esta carta es otro intento de formar una asociación positiva entre el hogar y la escuela en un esfuerzo para mejorar la asistencia y eliminar las tardanzas y ausencias.
Yo quisiera que nos reuniéramos para conversar sobre la asistencia de su niño.   Por favor llámenme por teléfono dentro de los próximos 5 días hábiles.  Mi Secretaria Principal, (name of secretary), podrá arreglar una cita para reunirnos.  Su teléfono es (secretary’s phone number).  Espero poder verlos pronto y poder trabajar con ustedes para resolver este problema.  Si por alguna razón las tardanzas y o las ausencias continúan y nuestros esfuerzos para resolver este problema no tienen éxito,  la opción siguiente seria ponernos en contacto con los funcionarios de la Oficina del Sheriff del condado de Washington encargados del ausentismo escolar. A nosotros nos entusiasma la idea de que student’s name here acuda puntualmente a la escuela todos los días.
Atentamente,

Director

Cuando esta un estudiante/padre violando la ley del Estado de Oregón?

ORS 339.065 ( ausencias sin excusas/disculpas)  Ocho ausencias de medio-día sin excusas en un periodo de cuatro semanas durante el cual la escuela esta en sesión será considerada como asistencia irregular.

(Ausencia con excusas/disculpas)...No deben ser mas de cinco días en un periodo de tres meses y no deben exceder mas diez días en un periodo de seis meses.
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