	
	
	



Dear Family of [Insert Student Name],

At [Insert School Name] we use Positive Behavioral Interventions and Supports (PBIS) to provide support for all our students’ behavior and learning success. As part of our targeted behavioral supports, we offer Check-in/Check-out (CICO) as a support to help students be successful in achieving our school-wide expectations ([Insert expectations here]). We will be providing CICO supports for your child starting on [Insert Date]. Please see below for additional information about CICO including ways for you to be involved in supporting your child. You can reach me at [Insert contact info] with any additional questions. We are so grateful for your involvement.

Thank you, 
[Insert Name]
CICO Coordinator

What is Check-in/Check-Out?
CICO is an evidence-based intervention that our school uses to help students develop the skills they need to benefit from core programs at the school. 

What Happens when my Child Receives CICO?
Your child will receive supports embedded into a daily routine. The typical daily routine is described below:

Morning Check-in
Your child will check-in every morning with an assigned mentor who knows your child. This quick check-in is typically less than 2 minutes and occurs before instruction in the classrooms begins. During the check-in, your child will receive:
· A positive adult greeting to start their day. 
· A check to make sure they have eaten breakfast and have all materials needed to be successful at school that day
· Their Daily Progress Report Card.

[image: ]Daily Progress Report Card
The Daily Progress Report Card (image to side) provides a grid which includes daily routines ([describe here e.g., class periods]) on one side of the grid and school-wide expectations across the top. During each routine, your child will receive feedback on how well they demonstrate each school-wide expectation using a scale of 0-2. The card serves as a reminder of school-wide expectations as well as a data-tracking tool the Tier 2 team will use to monitor progress.

Classroom Check-ins
The Daily Progress Report Card (image to side) provides a predictable routine for when your child will connect with their teacher(s) for feedback and support with their ability to demonstrate school-wide expectations. This might look like: 
· “[Insert Student Name], you got right to work today on your Entry Ticket and I only had to prompt you once to refocus during independent work. This was showing Responsibility and you earned a 2. You also used your materials appropriately, which was Safe and earned a 2. I did have to remind you more than 3 times to be an active listener when I was teaching the new math skills, so for Respect I am going to give you a 1 for math. I know I am going to see your active listening in science during next period by keeping a quiet voice and looking at the teacher when he is teaching. Great job today!

Afternoon Check-out
At the end of each day, your child will check-out with the same mentor. The check-out is also brief (less than 2 minutes). The mentor reviews your child’s daily behavior ratings, praising areas where your child demonstrated [Insert School Expectations] and explicitly discussing areas where they can continue to improve in the future. The mentor and student calculate the overall points for the day to see if they have met the daily goal, and access [Insert Acknowledgement System Here] 

Progress Monitoring 
The Tier 2 team will track and review your child’s progress using CICO and the Daily Progress Report Card. The team will regularly review the data to determine whether the intervention is effective, and if supports need to be intensified, adjusted, or faded. 

Caregiver Engagement
Your child will then receive a copy of their Daily Progress Report to bring home and share with you. You are encouraged to provide additional praise and support at home for areas where your child succeeded or made progress. The following tips can help your child be successful.
Tips for a Successful DPR Review at Home
· Embed a CICO review into your home routine such as during dinner or right before homework time
· Focus on the positive and what your child did well
· Focus on progress and growth towards your child goal 
· Reflect with your child on areas for growth by asking them what happened or what they could do better next time to receive a 2




Adapted from Midwest PBIS Network and Resilience Education Program Parent Handbook
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