Your name 


Freeze Body

1.
List your favorite saying that indicates you want the students’ attention: 

Least Recommended

2.
For two days use this same favorite saying while moving your body. Describe the class’ reaction:


Recommended

3. 
Now for two days use the same saying, but this time freeze your body while saying it. When you are helping with their seatwork and you need to give the students some information, you might have the urge to use your favorite saying while moving toward the front. Remember to walk to the front in silence, freeze your body and then get their attention. Describe the difference between what happens during these two days compared to the first two days:


Your name


ABOVE (Pause) Whisper
 
There are a variety of ways to get a class’ attention. Some of the methods are best suited to a specific grade level. For example, a third-grade teacher can do a clapping maneuver which would never work in ninth grade. One of the most common means is to simply say, “Class, may I have your attention?” You want the volume of your voice to be slightly ABOVE the class’ collective volume. Whatever your style is, once you have their attention (P a u s e); then drop your voice to a whisper.


The above process produces or increases an atmosphere that is quiet, receptive, and productive. Put a sign up on your back wall reading: ABOVE (Pause) Whisper.
Drop Voice

l. 
Date:___________ Time:_______​​​___ Any unusual circumstances:


2. 
Description of how you got their attention: 


3.
Guess how long you paused:_________ seconds. How did you know how long to wait? 

4. 
How much lower was your voice when you started to talk and how long was it before you returned to your regular voice?


5. 
Description of results:


Your name


ABOVE (Pause) Whisper

If you have enough auditory voice control, you can do a step-down. The step-down in some cases is your only salvation, but the skill takes more discipline and control to remember to bring your voice volume all the way down to and through the normal range and then down to a whisper. The drop to a whisper will, for most teachers, be very successful. In either case, either by a direct drop to a whisper or a step-down, make sure you elongate your sentences, slow your voice down and give it a softer timbre. You will put the class in a more listening mode.


If number 1 and number 2 on the previous pages are the effective choices, what do teachers do when they are ineffective? We do one of two things: either don’t pause between the ABOVE portion (e.g., “Class...”) and our content message (e.g., “Turn to page 32. We will be reviewing for tomorrow’s test.”) or we keep our voice loud as we deliver our content message. This is especially true of physical education teachers and athletic coaches. Of course, the worst maneuver we could do is when we don’t pause and keep our voice loud.

Step Down Voice

1.
Describe the day and approximate time when the class noise level was such that calmly asking for their attention would not have been very effective.


2.
Use the sharp voice that is slightly above the class’ volume and then drop to a whisper. List the results here.


3.
Pick another time when calmly asking for their attention would not be very effective; record the day and the time.


4.
Use the sharp voice that is slightly above the class’ volume and then, step-by-step, lower your voice to and through the normal range and then drop to the whisper level.

5.
Describe which technique tends to fit your style better and the results you’ve achieved with either of them.


Your name______________________________________

Raise Your Hand vs. Speak Out

Taking Inventory


For two days create verbal directions and non-verbal gestures for each of the three modes. If you already have wording and non-verbal messages, notice what they are. List the verbal and non-verbal communication below.

Teacher Only One Talking: 


Raise Your Hand:


Speak Out:



Usually during the Teaching portion of a lesson each teacher will have a certain mode(s) that she tends to do more than the other two. What was the mode that you used more than others? One way to determine this is to have yourself or someone else tally by 1-3 minute intervals which mode was used the most:

Date:___________ Starting time of tally:_________ Ending time of tally:


Length of intervals: _________ minutes

 Teacher Alone
 Raise Your Hand 
 Speak Out
Which one is your favorite? 


Is this typical or were there any unusual circumstances:



Notice if there is a particular pattern or sequence that you habitually use. Sometimes a teacher will open with a Teacher Only One Talking to do presentation and then will switch to Raise Your Hand in order to monitor the students’ understanding and release the class to do seatwork. Other times an instructor will open the lesson by having the students reflect and share about something that they have already experienced so that the teacher can teach from the “known to the unknown.” Your pattern or sequence of modes may be based on the particular content you are covering. Therefore, list a couple of your patterns and mention when you use each.

Your Name


Raise Your Hand vs. Speak Out

Sequence of modes and when utilized:


Another sequence of modes and when utilized:


Strategies

The Safest Method


For a full day or more employ both the verbal and non-verbal messages every time you initiate each of the modes. Date of implementation: _______________

Describe how the results are different from what used to occur: 

Teacher Only One Talking:


Raise Your Hand: 


Speak Out: 


The Better Maneuver


For a full day or more, do the verbal and non-verbal messages when you initiate a mode. Then after doing both the verbal and non-verbal messages two or three times, drop the verbal and do just the non-verbal message. Date of implementation:____________________


Describe how long the verbal and non-verbal messages had to be used together before you were able to drop the verbal and do just the non-verbal communication: 

Teacher Only One Talking:


Raise Your Hand: 


Speak Out: 


Your name


Raise Your Hand vs. Speak Out

Strategies

The Ultimate Technique


For a full day or more, do the verbal and non-verbal communications together, then drop the verbal level and then drop the non-verbal messages. Date of implementation: ______________ 

Describe how long you had to do the non-verbal gesture alone before you could drop it and the class would maintain the momentum and still do the same mode:

Teacher Only One Talking: 


Raise Your Hand: 


Speak Out: 


Be Sensitive When


The sequence that most educators report as the most dangerous is when the instructor switches from more to less student involvement. For the majority of teachers, the most volatile sequence is to move from Speak Out to Teacher Only One Talking. And progressively easier is from Speak Out to Raise Your Hand and Raise Your Hand to Teacher Only One Talking. When the instructor switches from more to less student involvement, the suggestion is that the teacher drops her voice and stands still. Which is your most volatile sequence? Try these suggestions and report how they assisted:

Your name


Exit Directions


The solution is to write the Exit Directions on the board so that there is a stable visual representation of what we said. Visual Exit Directions both increase the clarity of the message and double the length of the memory. This, of course, frees the teacher from having to be a parrot repeating what was said. The instructor can now assist students one-on-one during the Seatwork segment of the lesson.

l. 
Write out a typical sample of your Exit Directions. Make sure you can satisfy a Philadelphia lawyer as to what is to be done, how it is to be done, when it is due and where it is to be put when done. And, most importantly, include what the student is to do when finished.

Employing Non-verbal Signals 

2.
The best way for students to know which, of all the information on the board, are the Exit Directions is to be systematic in terms of where (location) and how (color of chalk used and writing style) they are listed. Some self-contained classroom teachers use different colors for different subjects, e.g., math is blue. One smart fourth-grade instructor puts a rubber stamp print on the back of the kinesthetic students’ hands as they leave at the end of the day so that when the students get home they have a reminder of homework that needs to be done. The ink pad color matches the subject’s color, e.g., English is green. Describe the non-verbal methods you will be using so that even a student who has been daydreaming and has returned to earth would know which, of all the information on the board, are the Exit Directions: 

Your name


Exit Directions 

Lamination

3.
Teachers don’t have time to fully write out the information stated in number one on the previous page. A suggestion is to write out the information that is used on a regular basis on tag board and then laminate the tag board. Sometimes the same information is used in the same manner over and over. Other times you will want to leave blanks on the card where, using an erasable overhead transparency pen, you can put the specific information for that particular day. The example used on page 29 is duplicated below followed by the laminated version in the shadow boxes. If there is more than one content area involved, then use a separate card for each.

 

“Finish your math assignment on page 65, questions one through ten. Show all your work. It is due today. 



Then work on your spelling; Chapter 20 is due this Friday. 



If you finish it, you can have free reading.”

 
Math page:________________ #:_________________ Due:



Conditions:



Spelling, Chapter:_______________________________ Due:



Conditions:



Translate your Exit Directions stated in number 1 on the previous page in the format used for lamination: 


Your Name 


Most Important Twenty Seconds


When the teacher finishes direct instruction and the students are about to begin their seatwork, a transition is being made from group-oriented to one-on-one help. This transition is best done through a combination of visual Exit Directions and by modeling your expectations that they will be concentrating. The most productive seatwork atmosphere, whether it is the students working alone or with partners (e.g., cooperative learning), is a visual one...meaning purposeful, often silent but not necessarily so. Suggestions on how to model this visual atmosphere are the following:

1.
Read the Exit Directions.

2.
Ask if there are any questions. Answer them orally as you write the additional answers or information on the board.

3.
Release the students with wording such as, “You may begin now.”

4.
Most Important Twenty Seconds (MITS): freeze your body and wait 20 seconds while you model for the students how quiet and concentrating you would like them to be. If students are requesting help by raising their hands or speaking out, keep your eyes scanning the room, visually stay very still and, with hand gestures, indicate to those students that you will be with them in a second. Some elementary teachers have a Hula Hoop® that they stand in during this MITS. The kinesthetic learners who are seeking help can see the physical hoop and therefore are reminded in a concrete way that the teacher is not yet available.

5.
Slowly move to help the students individually.


One major by-product of this technique that teachers appreciate is that the students who often come up to us and ask us to repeat the information will learn to do this internally during the twenty seconds. This saves us time and makes them more independent. You will need to modify the length of time based on the grade level. For second graders, you can only wait ten seconds.


Instructions: Using the format on number one through five above, list how this approach worked. To cement this habit both for you and the class, make this technique your main focus for a week. By then, you will want to do it automatically. Circle the day as you practice the skill.

M T W Th F 1. Read visual Exit Directions.

M T W Th F 2. Ask for questions and write as you orally answer.

M T W Th F 3. Release the students by saying 


M T W Th F 4. Stay still and be patient during the MITS.

M T W Th F 5. Slowly go help students individually.

List your results:


Your name


OFF/Neutral/ON

1. 
It is strongly recommended that you only select two students to do this with and concentrate on doing them for a minimum of two or three weeks. Since you are learning a new process skill, don’t select your two “worst case students.” It is much better for you to select marginal students because you will be able to perfect your timing. Later you can apply these techniques to the more distractible or difficult students. 

Least Recommended

2. 
For a given seatwork time period, intentionally approach these students in a rushed and punitive manner. Notice if they tend to hold their breath. Then move away from them and see if they tend to go back off task once you leave. Describe what happens. 

First student’s initials who has problems staying ON task: 


Second student’s initials who has problems staying ON task: 


Recommended

3. 
During this same seatwork time period, approach them in a slow manner and stay until they finally breathe and go back on task. Then slowly leave; it is highly recommended that you move away from behind them so they don’t know when you actually left. Describe your speed of approach, how long you stayed, how you could see they were breathing and on task, how you slowly left them, and, of course, the results:


Your name


Influence Approach


Once the student is ON task and has taken two breaths, then the teacher can approach the student.


The steps to implement the Influence Approach include:

1.
Move toward the student without looking at the student (e.g., have the student be 45 degrees off from the front of your face) until the student shifts from OFF to at least Neutral.

2. 
PAUSE.

3. 
You are looking at an adjacent student’s work while peripherally watching the targeted student. What are you watching for? You want to see if the students goes from Neutral to ON task. Wait until he breathes because when that happens, the student will tend to move from Neutral to ON task. If the student starts to go back OFF, immediately move closer. If the Influence Approach is not sufficient to result in ON-task behavior, you may want to temporarily add some of the elements of the Power Approach. For instance, you could look directly at the student. If that is not enough, then say his name.

4. 
Once the student is ON task and has taken two breaths, then go to the student’s side. At this point the teacher has many choices: to talk or not, to make eye contact or just look at the work, etc. The choice is based on how to best change “negative reinforcement syndrome” into a “positive contact;” from Power to Influence. Use this axiom when experimenting.

Timing


Select two students with whom you want to practice this technique. To increase your chance of success, remember that it is easier to learn a new skill with a “marginal 
student” than the “worst case scenario” student. It takes more timing with the latter group. 

First Student

First student’s initials: __________

1.
Approach the student indirectly. How far away from the student were you when the student switched from OFF to at least Neutral? 


2.
Describe what you saw that indicated that the student was going from OFF to Neutral (if possible, mention the student’s breathing pattern): 


Your name


Influence Approach

3.
You have waited until the student breathed. If he went from Neutral toward OFF, describe what you did:


4.
The student has been ON task and has breathed twice. Describe what choice you made and how the goal of “positive contact” was increased: 


Second Student

Second student’s initials: __________

1.
Approach the student indirectly. How far away from the student were you when the student switched from OFF to at least Neutral?



2.
Describe what you saw that indicated that the student was going from OFF to Neutral (if possible, mention the student’s breathing pattern):


3.
You have waited until the student breathed. If he went from Neutral toward OFF, describe what you did:


4.
The student has been ON task and has breathed twice. Describe what choice you made and how the goal of “positive contact” was increased:


Your name


Freeze Body Refinements 

l. 
Determine which of the above non-verbal techniques you want to experiment with: “location,” “toes,” “weight,” and “length.” It is your choice of whether you want to tinker with all four at the same time or isolate them. The ones selected are:


 
These are refinement skills of Freeze Body. Make sure you hold your body still while doing them so that you can isolate the variable. This will allow you to determine each variable’s impact.

Least Recommended

 2. 
For two days, do the selected refinement skills of number 1 in exactly the opposite manner of what is recommended. For example: don’t be in the front of the room, have toes pointed to the side, have more weight on one leg than the other (especially put a hand on the hip) and announce your favorite saying (using a long sentence) for getting their attention. Describe the effect on the class’ attentiveness: 


Recommended

3. 
Then for two days employ the selected refinements of the non-verbal skills in number 1 in the recommended manner:


•
Be in the front of the room


•
Have toes pointed straight ahead


•
Your weight evenly distributed


•
Announce a brief saying for getting their attention

 
Describe the difference between what happened during these two days compared to the first two days. Since holding your body frozen is found to be the most powerful non-verbal skill, you may find very little effect:


Your name


Opening Visual Instructions 

Recommended

1.
List the warm-up activity you like to put on the board at the beginning of class:


2.
Explain how the activity is within the students’ abilities and how they can work independently of you: 


3.
In addition to academic warm-ups, Opening Visual Instructions ready students for academic learning. List your opening statement that prepared students for instruction: 


4.
Since the teacher’s non-verbal communications are the single most powerful factor in the classroom, modeling of attentiveness is essential. Describe your non-verbal greeting of students and directions to the visual instructions: 


Least Recommended

5.
Teacher movement and non-relevant talking while pupils enter sets a different tone. Describe your movement and non-relevant talk: 


6.
Describe the class’ reaction to your movement and non-relevant talk: 


Your name



Opening Visual Instructions

When There Is No Time


The previous section describes the best of all worlds when you have time to prepare the visual instructions ahead of time, but sometimes you don’t have time. This often happens when we are rushed doing last-minute things like the week before winter vacation and the class especially needs a smooth opening. What would be helpful to do in these circumstances? There are three possible options. If the teacher first gets the class’ attention and then turns to write on the board, he runs the risk of losing their attentiveness: the instructor’s back is to the pupils and writing is slow. What about getting their attention and orally giving them transition directions? Oral directions are the least effective approach to getting them to understand what you want them to do. The suggestion is to experiment with the idea of writing the directions on the board, then getting their attention and model for them to focus on the board and follow the directions. You may feel the urge to quiet them first. However, waiting until you are ready to proceed allows for greater attention to the task. Remember this is an emergency procedure.

Intentionally be preoccupied as the students come in.

1.
What are you doing?


2.
Feel the urge to quiet them; describe your tension:


Recommended

3.
Instead, go to the board and write the instructions (as mentioned earlier, this is where laminated signs are ideal because they are already done). The instructions are:


4.
Now, how do you get their attention? Remember to keep feet still and pause after verbally getting their attention. (See Freeze Body Refinements for more information).

5.
Describe how this approach works compared to your normal routine: 


Your name


Incomplete Sentences 

•
Is this a left-brain day and you want to practice the timing of this skill?



If so, what makes the day left-brain?


•
Is this a right-brain day and you are employing this skill?



If so, what makes the day right-brain?



List two of your favorite introductory sentences.

Speed and Volume


Freeze Body as you do the initial phrase of the sentence in a higher than usual volume and end with an abrupt stop. Continue the Freeze Body during the P A U S E. When you repeat the sentence in its entirety, do so in a whisper.

First Example

1.
Date and time of doing Incomplete Sentence.


2.
List incomplete phrase.


3.
Description of your voice volume during incomplete phrase and how still your body was during the phrase and the brief silence that followed.


4.
Description of how you moved your body and breathed after you said the Incomplete Sentence.


5.
Description of the lower volume and slowness of voice speed as the sentence was said in its entirety in a whispery voice.


6.
Describe the effect on the class’ attentiveness, especially the stragglers.


Your name


Incomplete Sentences 

Second Example

1.
Date and time of doing Incomplete Sentence.


2.
List incomplete phrase.


3.
Description of your voice volume during incomplete phrase and how still your body was during the phrase and the brief silence that followed.


4.
Description of how you moved your body and breathed after you said the Incomplete Sentence.


5.
Description of the lower volume and slowness of voice speed as the sentence was said in its entirety in a whispery voice.


6.
Describe the effect on the class’ attentiveness, especially the stragglers.


Your name


Positive Comments


Through the third and fourth grade, the students love to be told by their teacher that they’re doing well. Therefore, the finest time to do Positive Comments is during a transition because the people who are getting the Positive Comments become models for those who are “other than appropriate.” For example, the teacher says, “Clear your desk and take out your pencil and pen.” Very shortly after that, the teacher comments, “I like the way Johnny is doing this. Oh! Row four, all of you students are ready.”


After the fourth grade, the Positive Comments have to be subtle and sometimes disguised because of the nature of the peer adolescent awareness level of the students. Whether the teacher can say, “I really like how so and so is doing...” is based on whether the teacher and the acknowledged student(s) maintain a good relationship with the class. If the teacher doesn’t have as much rapport, then it’s less appropriate to use the word “I” and better to do collective praise as opposed to individual or small group praise. For example, some teachers who have strong rapport are able to say vulnerable, positive transition comments such as, “I really appreciate how quickly you’re able to get your stuff ready for our lesson.”

1.
List your grade level: __________

2.
Give four examples of how you currently use Positive Comments during transition time:

3. 
What would be some other areas where you could increase, further refine or use the concept of Positive Comments during transition time? List them here.

4.
At the end of a week of an increase in Positive Comments, what insights and responses did you notice in the classroom?


Your name


Decontaminating the Classroom 

1. 
List three or four activities that you really want to be systematic about. “Group Discipline” has already been listed:
,


_________________________________&_________________________________.

2.
Relist each of these activities separately and describe where you will do each and what your voice, face and body posture will be for each. 

A.
Activity: Group Discipline
Location:



Voice:




Face:




Body:




B. Activity: 


Location:



Voice:




Face:




Body:




C. Activity: 


Location:



Voice:




Face:




Body:





Do the above systematic use of non-verbal cues for at least two weeks so that you and the class are past the novelty time period.* The best time to initiate a new process like the above is at a natural break in the school year (e.g., spring break). Reflect on the differences between this new system compared to what you formerly did. 

* Because of the complexities of the use of location, voice, face and body posture when working with groups, a separate book is devoted to group dynamics: A Healthy Classroom.
Your name


Break & Breathe


Every mental state is both represented and maintained by an equivalent physical state. The relationship between the mind-body is so interconnected that a change in one state will be reflected in the other.


If the mental state one is in is not desired or appropriate, then shifting the body assists the change in the mental state. To greatly assist the shift in the emotional and mental state, simultaneously move the body (Break) while Breathing. This allows a greater separation from the previous state. Of course, the sooner the person recognizes the inappropriateness of the current state, the easier it is to break the state. This is why doing Break & Breathe at the end of group discipline (see Decontaminating the Classroom) allows the teacher and pupils to return to content and have amnesia regarding the group discipline that occurred. The other occasion that Break & Breathe is used is when we need to raise our voice to get the class’ attention (see ABOVE (Pause) Whisper). In both the group discipline and using a loud voice to get their attention, the Break & Breathe maneuver separates our persona of a martinet from our persona as a kind, loving teacher.


Because the Break & Breathe is ENVoY’s single most important stress management technique, we recommend that you wait to fill out this form on the following occasions:

•
Group Discipline (Decontaminating the Classroom)

•
Individual discipline

•
A loud ABOVE (Pause) Whisper
•
A severe Incomplete Sentence on a right-brain day

•
An emergency situation where you need to shout

 Group Discipline

1.
Describe a situation where it was appropriate to do group discipline:


2. 
Describe how you did Break & Breathe:


3.
Describe the beneficial results both for you and the other(s) involved:


Your name


Break & Breathe 

Individual Discipline


Sometimes a teacher is working with student X and has to put student Y, who is across the room, back on task. We know it is better to use a minimal verbal message both for Y’s self-esteem and so as not to disturb the other students who are on task (see Maintaining the Productive Atmosphere: Mini MITS). On this occasion, the teacher needs to raise his voice and verbally reprimand Y. If, when the teacher refocuses his attention back to X, he still has residue left from having corrected Y, then X may unduly receive emotional debris. Therefore, when finishing with Y, the teacher wants to stand straight up (and do a half step to the side) and breathe fully. The bigger the state that one wants to get out of, the more important it is to breathe deeply twice.

1.
Describe a situation where you did individual discipline:


2.
Describe how you did Break & Breathe:


3.
Describe the beneficial results both for you and the other(s) involved:


A Loud ABOVE (Pause) Whisper

Sometimes the collective volume is loud and therefore we have to do a loud, “Class!” (ABOVE). The difficulty is that we are susceptible to getting frustrated as we strain our vocal chords. 

1.
Describe a situation where you did a loud “Class!” (ABOVE) in order to get their attention.



2.
Describe how you did Break & Breathe:


3.
Describe the beneficial results both for you and the other(s) involved:


Your name


Break & Breathe 

Severe Incomplete Sentence


As in the above examples such as a loud ABOVE (Pause) Whisper, there are times when the gentle approach to getting their attention isn’t sufficient. Sometimes we have to do a sharp Incomplete Sentence with a harsh expression on our face. We are usually holding our breath high and shallow in our chest cavity. 

1.
Describe a situation when you did a severe Incomplete Sentence.


2.
Describe how you did Break & Breathe:


3.
Describe the beneficial results both for you and the other(s) involved:


Emergency Shout


There are occasions when we need to scream or talk loudly because of an emergency situation. For example, a box of books is about to fall on some students and we scream loudly, “Watch out!” We need to have both ourselves and our students recover from the adrenaline that was released inside our bodies. 

1.
Describe an emergency situation when you raised your voice:


2.
Describe how you did Break & Breathe:


3.
Describe the beneficial results both for you and the other(s) involved:


Your name


Yellow Light


There are a variety of situations when we need to get the class’ attention. Sometimes it is the initial contact, like at the start of the class. Then there are times during the presentation we have the class doing a structured activity. It is respectful to signal them that the time is approaching to direct their attention back to the teacher. By doing the signaling before the actual time for direct instruction, the students can ready themselves. This is especially true when they are working in small groups. Think about what it would be like if we only had red and green lights at intersections; hence, this early warning signal will be labeled Yellow Light.

Least Recommended


During a presentation when the students are working independently of the teacher, abruptly switch back to direct instruction.

1.
What was the lesson on?


2.
What was the independent work?


3.
How did you abruptly announce the focus back to the teacher? 



During the same lesson, do a Yellow Light announcement such as “Two minutes” or “One minute to go.” Pay attention to your volume; we want them to be aware of the Yellow Light without distracting them from the focus of the activity they’re engaged in. Notice if it is helpful to repeat the announcement especially emphasizing the last words in a slow, low, draggy voice.

Recommended

4.
What did you say?


5.
Describe your volume and slowness of voice:


6.
Describe the difference between 1-3 vs. 4 and 5:


Your name


Yellow Light 


The other occasion to use the Yellow Light technique is during your presentation when you want to switch from the interaction of “students and teacher” back to “teacher alone.” A typical announcement is, “OK, I will call on Janet and Frank and then we will...” Often, we want to make the announcement in a voice that is different from the voice we use during presentations. You might even say we are using our voice like the commas in a sentence; our voice is parenthetical to the rest of the sentence.

7.
What did you say?


8.
Describe your voice volume:


9.
How did doing 7 and 8 make the transition from the interactive activity back to a focus on the teacher smoother for the class? 


Your name


Raise Your Hand vs. Speak Out Refinements

Recommended

High Interest Content 


Record the results of following the formula in three situations where the interest in the content was high and you announced the format before asking the content question.

1.
First situation: Date:_______________ Time:_______________

How did you know interest in the content was going to be high?



Circle the format announced: Raise Your Hand, Call on one student, Speak Out, Raise Your Hand then Speak Out the answer in unison or



Describe the results:


2.
Second situation: Date:_______________ Time:_______________


How did you know interest in the content was going to be high?



Circle the format announced: Raise Your Hand, Call on one student, Speak Out, Raise Your Hand then Speak Out the answer in unison or



Describe the results:


3.
Third situation: Date:_______________ Time:_______________


How did you know interest in the content was going to be high?



Circle the format announced: Raise Your Hand, Call on one student, Speak Out, Raise Your Hand then Speak Out the answer in unison or



Describe the results:


Your name


Raise Your Hand vs. Speak Out Refinements

Recommended

Low Interest Content


Record the results of following the formula in three situations where the interest in the content was low and you asked the content question first.

1.
First situation: Date:_______________ Time:_______________


How did you know interest in the content was going to be low?



After you said the content question, how long did you wait before you announced the format?



Circle the format announced: Raise Your Hand, Call on one student, Speak Out, Raise Your Hand then Speak Out the answer in unison or



Describe the results:


2.
Second situation: Date:_______________ Time:_______________


How did you know interest in the content was going to be low?



After you said the content question, how long did you wait before you announced the format?



Circle the format announced: Raise Your Hand, Call on one student, Speak Out, Raise Your Hand then Speak Out the answer in unison or



Describe the results:


3.
Third situation: Date:_______________ Time:_______________


How did you know interest in the content was going to be low?



After you said the content question, how long did you wait before you announced the format?



Circle the format announced: Raise Your Hand, Call on one student, Speak Out, Raise Your Hand then Speak Out the answer in unison or



Describe the results:


Your name


Raise Your Hand vs. Speak Out Refinements

Testing the Formula


For a week, you have done the formula of 


•
interest high = format first,


•
interest low = content question first.

To test the validity of this recommendation, we will do the opposite.

Least Recommended

High Interest Content:


During the next several days, when you estimate the interest in the content question will be high, ask the content question first. Record the results of having done this three times.

1.
First situation: Date:_______________ Time:_______________


How did you know the interest in the content was going to be high?



Describe what happened:


2.
Second situation: Date:_______________ Time:_______________


How did you know the interest in the content was going to be high?



Describe what happened:


3.
Third situation: Date:_______________ Time:_______________


How did you know the interest in the content was going to be high?



Describe what happened:


Your name


Raise Your Hand vs. Speak Out Refinements

Least Recommended

Low Interest Content


When you estimate that the interest in the content will be low, announce the format first.

1.
First situation: Date:_______________ Time:_______________


How did you know the interest in the content was going to be low?



Circle the format that was announced: Raise Your Hand, Call on one student, Speak Out, Raise Your Hand and then Speak out the answer in unison or



Describe what happened:


2.
Second situation: Date:_______________ Time:_______________


How did you know the interest in the content was going to low?



Circle the format that was announced: Raise Your Hand, Call on one student, Speak Out, Raise Your Hand and then Speak out the answer in unison or



Describe what happened:


3.
Third situation: Date:________________ Time:_______________


How did you know the interest in the content was going to be low?



Circle the format that was announced: Raise Your Hand, Call on one student, Speak Out, Raise Your Hand and then Speak out the answer in unison or



Describe what happened:




What conclusions can you draw from doing the recommended formula of “interest high = format first” and “interest low = content question first” compared to the results of doing the least recommended way?


Your name


Increasing Non-verbal Signals

Systematic Non-verbal Signals


Fill this out on one of your lessons. Of course, it is easier to remember the non-verbal signals if you fill out this sheet immediately following the lesson.


In the left column list all academic and management (especially the latter) non-verbal signals done during 10 minutes of the Teaching portion of the lesson. To the right, describe the usage and meaning of the non-verbal signals.



Non-verbal Signals
Usage/Meaning
a.


=






=


b.


=






=



c. 


=






=



d.


=





=



e. 


=






=



f. 


=






=



g. 


=






=



Your name


Increasing Non-verbal Signals


Our goal is to literally use our non-verbal signals for the format and our verbal level for the content. List those occasions when you used a verbal signal when it might have been more effective to either use a non-verbal signal with it or even just use the non-verbal signal alone. For instance, the instructor notices that when she turns the overhead on, the students pick up their pens to take notes on visually shown information. But, after the students have copied the information, they gradually put their pens down or play with them. Reflecting on this observation, the teacher concludes that once the students have finished copying the information, it would be more effective to turn off the overhead. This will keep the connection of “overhead on” equals “be attentive.”

Becoming Systematic



Non-verbal Signals
Usage/Meaning
a.


=






=



b.


=






=



c. 


=






=



d.


=






=




Mention the insights you have gathered from this activity.

Your name




Overlap


During the next three days, at least once a day, do the Overlap transition technique and briefly describe what was involved. Mention if some or all of the directions are visually displayed and if there are some directions that are used often enough to warrant lamination.

1.
Date: _______________

2.
Date: _______________

3.
Date: _______________

4.
Summarize the overall insights and responses that were elicited from using this activity.

Your name


Opposite Side of the Room


The ideal in presenting or lecturing is to have our content and, more importantly, our delivery be so intriguing that our students are absorbed. This is the ultimate in preventive management. But, alas, some of us don’t live in an “educational Camelot.” A practical rule of thumb is to use the verbal level for the imparting of content and use our non-verbal skills for management. We know that the kinesthetic learner is affected by the physical presence of the teacher. Therefore, moving around the room while presenting, especially being in the neighborhood of the kinesthetic learners, is preventive management. This group dynamic technique would be easy to accomplish except for a habit that we have learned from one-on-one rapport, which is to move toward the questioner or the person we call on.


When you are in the front of the room, move toward the student you call upon. Or if a student asks a question, move in the direction of that student. This is the traditional style of rapport.


Your natural tendency is to move toward the student you call on. However, you can manage the entire class more effectively by verbally engaging the student from a distance. Without looking at the student you plan to call on, intentionally walk to the side of the room away from this student. Once you are away from the student you are planning to call upon, turn back toward him and look at this student and call on him. You now have your eyes on the student who is far from you and your body is close to other students. Your voice and body tend to keep the students who are physically close to you attentive while your gaze keeps the students farther away also appropriate. 

Least Recommended


For two days, do the traditional style of rapport. When you are in the front of the room, move toward the student you call upon. Of, if a student asks a question, move in the direction of that student. Describe your observations here:


Recommended


For two days, do this “Opposite Side of the Room” management technique. Report the difference in attentiveness from the students when you are using this maneuver as compared to the traditional style of rapport:


Your name


Verbal Rapport With Hard To Reach Students


There is a certain percentage of students who are not motivated by the teacher’s credentials or authority. While each school varies, five to fifteen percent of the school’s population are hard to reach. Inner city schools will experience the highest percentage. Overall, this population is rapidly increasing. The hard to reach are usually right-brain students who are more or less not affected by standard discipline systems. These students can be reached through some form of rapport. One form of rapport is to include in our lesson something that is of high interest to them. They then become much more attentive.

First Student

1.
First student’s initials: _______________

2.
Briefly describe the student’s behaviors that indicate he is Hard to Reach.

3.
When acting in a capacity other than the authoritarian position of teacher (during transition, at school events, passing in the halls), interact with the student. Find the student’s two or three highest positive topics of interest. List them here:


•





•





•




4.
When presenting or lecturing or working one-on-one, spice the conversation with items from the student’s high-interest areas to hold his attention. List two examples of how you did this:


•





•




5.
Describe the increase in the student’s attentiveness.


Your name


Verbal Rapport with Hard to Reach Students

Second Student

1.
Second student’s initials: _______________

2.
Briefly describe the student’s behaviors that indicate he is Hard to Reach.


3.
When acting in a capacity other than the authoritarian position of teacher (during transition, at school events, passing in the halls), interact with the student. Find the student’s two or three highest positive topics of interest. List them here:


•




•




•



4.
When presenting or lecturing or working one-on-one, spice the conversation with items from the student’s high-interest areas to hold his attention. List two examples of how you did this:


•




•



5.
Describe the increase in the student’s attentiveness.


Your Name


Verbal Rapport with Hard to Reach Students

Adolescent and Above

1.
First person’s initials or description who is right-brain oriented:


2.
List the person’s two or three high-interest items:


3.
While you are lecturing and the targeted student isn’t attentive, include one of that student’s high-interest areas in the discussion. As you notice him beginning to look your way, partially turn away. Describe what you said and did:


4.
Describe the change in the student’s attentiveness.


1.
Second person’s initials or description who is right-brain oriented:


2.
List the person’s two or three high-interest items:


3.
While you are lecturing and the targeted student isn’t attentive, include one of that student’s high-interest areas in the discussion. As you notice him beginning to look your way, partially turn away. Describe what you said and did:


4.
Describe the change in the student’s attentiveness.


Your name


Verbal Rapport with Hard to Reach Students
Timing


The longer a person is inattentive, the stronger his daydream becomes. The longer one is in the same physical state, the deeper into the mental state the person goes. Every mental state is represented and maintained by the physical posture. Therefore, as soon as we see the student start to fade from attentiveness and we mention his high-interest item, the more likely he is to hear our comment.


Let’s test this contention by doing the opposite of the axiom and then doing the axiom. If you are unable to do number 3-6 during the lesson, then do 3 and 5 during the same lesson and 4 and 6 during another lesson. Once you have completed the following activity, reflect on what insights you have gained by comparing the results obtained by 3 and 4 with using the recommended method of 5 and 6. Later on in Chapter Five, the skill Power to Influence will mention the concept “Vacuum Pause.” Once you have learned this concept, you will be even more effective when you mention the student’s high-interest item during his vacuum pause.

1.
Initials or description of a right-brain oriented student:


2.
List the person’s high-interest items:


Least Recommended

3.
While you are lecturing and you notice the student is fading from attentiveness, just continue your presentation. Let the student go completely into his selected state. Once you know he is solidly concentrating on something other than your lecture, spice your content with the student’s high interest item. Describe your voice volume and any changes in the student’s attentiveness:


4.
Do this same maneuver again with the same student. It would be best to do a repeat of this same technique during the same lecture. Describe your voice volume and any changes in the student’s attentiveness.


Recommended

5.
Now sprinkle the high-interest area into your presentation just as he starts to fade from attentiveness. Try to do this during the same lesson as 3. As much as possible, keep your voice volume at the same level as it was in 3. This will allow for a more accurate comparison between the two. Describe your voice volume and the degree that the student becomes attentive.


6.
Do this recommended way again. Try to do this during the same lesson as 4. As much as possible, keep your voice volume at the same level as it was in 4. Reflect on the connection between your voice volume and the degree that the student becomes attentive.

Your name



Use Action Words Last

Least Recommended


For the next two days, design lessons that include action words. Test the above axiom by doing the reverse of the recommended approach. This way you can compare the difference between the traditional placement of action words at the beginning of the instructions versus the suggested approach of either the action words later or the use of non-verbal gestures to freeze the class or both.

1.
List the actions words you said:


2.
Intentionally place your action words at the beginning of the instructions. List the instructions that followed the action words:


3.
Describe what percentage of the class responded appropriately. Note which specific students didn’t respond appropriately.


4.
Comment on how out-of-sync this segment of the lesson was:


Recommended


Now switch to the recommended approach. Either say the action words at the end of the instructions and/or use a non-verbal gesture to hold the pupils still as you say the instructions.

1.
List the action words said:


2.
Apart from the action words, what were the instructions given?


3.
Describe your placement of the action words. If a non-verbal gesture was used, what was the gesture, and did you hold this signal until you finished the instructions?


4.
Describe what percentage of the class responded appropriately. Note which specific students didn’t respond appropriately.


5.
Reflect on if this segment of the lesson seemed more in sync using the recommended approach.

Your name



Use Action Words Last

Do the recommended approach again.

1.
List the action words said:


2.
Apart from the action words, what were the instructions given?


3.
Describe your placement of the action words. If a non-verbal gesture was used, what was the gesture, and did you hold this signal until you finished the instructions?


4.
Describe what percentage of the class responded appropriately. Note which specific students didn’t respond appropriately.


5.
Comment on if using the recommended approach seems to make the lesson and group dynamics more in sync.


Your name


Exit Direction Refinements


In Exit Directions the suggestions were:

• 
Visual directions provide greater clarity and double the length of memory.

• 
Consistently and systematically use a certain location and colors for exit directions.

• 
Laminate the information that is used on a regular basis.


There are some additional suggestions that may further assist you in this transition from the Teaching portion of your lesson to the Seatwork/homework segment. Because of the nature of these skills, you may want to invite an observer to come in after you have implemented one technique before you learn the next one.

Silently Point


It would be unrealistic for us to think that students can switch overnight from the previous format of asking us to repeat the Exit Directions during seatwork to actually reading them from the board. During Seatwork, when the pupils ask questions that are answered on the board (e.g., “What do I do next?”), learn to point to the board in silence. It is very important that you do this without having eye contact with the student who is asking. You want to avoid eye contact so that the student does not perceive this as a way of getting attention from you. Describe how long it took most students to get used to reading the board during Seatwork, who took longer to form the habit and how you silently pointed to the board:


Queries


When you announce the Exit Directions and show them on the board or laminated cards, ask, “Any questions?” When you are responding to their queries, in addition to orally answering, make sure you write the information on the board; otherwise, you will probably give the same oral information several more times. 


Experiment with this contention by doing the reverse: for the next two days announce the Exit Directions and write them on the board or cards. Ask, “Any questions?” Answer all queries orally and describe how many times you have to repeat the same information:


Then for two days, besides orally answering the questions, write the answers to any queries you are asked on the board and describe if the extra effort of writing is worth the results you get:

Your name


Exit Direction Refinements

Graphics


The right-brain students tend to pay more attention to graphics, symbols and real objects instead of words. Include these in both your laminated cards and when you write on the board as much as possible. For example, if the teacher were using a workbook, he could color copy the cover and laminate it. Then by using magnets, he could put it on the board and write the page number next to it. This is a very fast and convenient way of doing your Exit Directions. Describe your new graphics and what they represent:



Describe how certain students are helped by the graphics:


Hidden and Then Exposed


In classrooms where the teacher posts the Exit Directions before or during the lecture, some students will start them during the teacher’s presentation. There are advantages to keeping the directions hidden until you have finished the Teaching portion of the lesson and it is time to release the class to start the seatwork/homework. To write out lengthy Exit Directions at the time you are finishing the lecture/presentation is often slow and can create some management problems. 

 So how can we have prepared Exit Directions and the option of exposing them in a timely fashion? This can be done by having the laminated cards placed on the chalk tray with their backs to the class. Or if you have written them, hide them under a map that is pulled down.


Test this contention. For the next two days, start a presentation with the Exit Directions exposed. Describe any management difficulties that arise: 



Then for the next two days, prepare the Exit Directions but keep them hidden and then expose them in a timely fashion. Describe if the extra effort of preparing them ahead of time is worth the results you get:


Your name


 Advanced Exit Directions

First Example

1.
Student’s initials who you put ON task: __________

2.
Non-verbal signal used by teacher:


3.
Reaction of student:


4.
Did you wait until the student went ON task and had breathed at least twice before you resumed what you were doing?              YES/NO
5.
Were students who were ON task oblivious to the maneuver?      YES/NO
6.
Reflect on the ON task students’ reactions or lack of reactions to your using Advanced Exit Directions.
Second Example

1.
Student’s initials who you put ON task: __________

2.
Non-verbal signal used by teacher:
 

3. 
Reaction of student:


4.
Did you wait until the student went ON task and had breathed at least twice before you resumed what you were doing?        YES/NO
5.
Were students who were ON task oblivious to the maneuver?     YES/NO
6.
Reflect on the ON task students’ reactions or lack of reactions to your using Advanced Exit Directions.
Third Example

1.
Student’s initials who you put ON task: __________

2.
Non-verbal signal used by teacher:
 

3.
Reaction of student:


4.
Did you wait until the student went ON task and had breathed at least twice before you resumed what you were doing?      YES/NO
5.
Were students who were ON task oblivious to the maneuver?       YES/NO

6.
Reflect on the ON task students’ reactions or lack of reactions to your using Advanced Exit Directions.

Your name


Maintaining the Productive Atmosphere
Private Voice


We know that more productive seatwork occurs because of a visual atmosphere that starts with the teacher doing Visual Directions and MITS. How is this atmosphere maintained and fostered once the Most Important Twenty Seconds is up? This skillsheet will cover one of the three factors that is conducive to the productive motif.

Public vs. Private Voice


Students have been conditioned over their school career to respond to the teacher’s call for attention. We know that this request can be both verbally done (e.g., “Class,” “Boys and girls,” “Gang,” “Quiet please,” “Look this way,” etc.) and non-verbally. One of the primary ways that the pupils are non-verbally signaled to give the instructor attention is the teacher’s voice. It is imperative that we pay attention to whether we are using a public or private voice. We want to do the former during presentations and the latter during Seatwork time.


To test this contention, during Seatwork the teacher will do the opposite: use the public lecture voice while assisting a student one-on-one. Notice how students will tend to shift their bodies. Sometimes our public teaching voice will be like a stone in a pond with reverberations of students’ movements. The students closer to the teacher shift more than those farther away. At other times, those students close to the teacher will freeze and those farther away may move. Sometimes if our voice is angry and loud, the students freeze like frightened animals who are being stalked.

Public Voice

1. 
Describe your voice pattern in terms of volume and length of speaking:


2. 
Describe the students’ reactions; specifically, how soon after you began the public voice did they begin to shift, when they stopped and if certain sections of the room were more affected than others:


Private Voice

3. 
Immediately follow the above with several one-on-one interactions with students using a private voice and notice, hopefully, the lack of the students shifting their bodies. Reflect if the productive atmosphere is maintained better with the Private Voice.

Your name


Maintaining the Productive Atmosphere
Walking Speed


In Maintaining the Productive Atmosphere: Private Voice we explored the effect our voice has on the class’ concentration during seatwork. The focus of this skill is on the consequence of the teacher’s walking speed as he moves about the room assisting students one- on-one.


When teachers walk too fast around the room, they are like a boat going through water—there is a wake behind them.

Least Recommended


During Seatwork, intentionally move rapidly from one side of the room to the other side. Describe where you moved to and from and the speed:



Describe the effect it had on the students. Be specific as to whether those students most affected by it were close or farther away from the path. Especially pay attention to the kinesthetic learners (Attention Deficit Disorder/Hyperactive/etc.):



You may want to do the above more than once because the cumulative effect of the wake is geometric. Picture a wake hitting the sides of a closed pond and then bouncing off the side only to clash with the next set of ripples coming in from the repeated passes from a speedboat. 

Recommended


Immediately switch to a calm, slow movement pattern and describe the effect and, hopefully, the lack of ripples in the students’ ability to concentrate:



Summarize the effects of your walking speed on the students’ productivity; especially the kinesthetic learners:


Your name


Maintaining the Productive Atmosphere
Mini MITS


From Exit Directions and Most Important Twenty Seconds, we know that we can make the transition into seatwork, at least initially, with greater ease. In Maintaining the Productive Atmosphere: Private Voice and Walking Speed, we covered two variables that maintain the atmosphere by using a private voice and moving around the room slowly. This skill is a combination of these two.

Mini MITS


Since the teacher’s non-verbal communication is the key to management and since the PAUSE is the single most influential non-verbal signal, we have to figure out how to do the pause frequently. Some rules of thumb:

• 
Every time we use our public teaching voice, we want to do a full MITS or at least a Mini MITS (e.g., five seconds instead of twenty).

• 
After every second or third student we assist, stand, breathe and look at the class in general.


To verify these axioms, the teacher will intentionally do the opposite of the recommended way and then do the recommended approach.

Least Recommended
1.
During seatwork, intentionally make an announcement and immediately move and help a student. Describe the ripple effect this maneuver has on the class:



You may want to do this several times to notice the cumulative effect your assignments without a PAUSE have on the class.

2.
During this same seatwork time period, make an announcement the recommended way: 

a.
Get their attention (remember, speak just above their collective volume then pause and drop your voice).

b.
Make the announcement (drag your voice by slowly emphasizing the words at the end).

c.
PAUSE (full or Mini MITS), then slowly help another student.

Description of a, b or c:



Description of the effect of 2 compared to 1 above:


Your name


Maintaining the Productive Atmosphere 

Mini MITS

Stand, Breathe and Look


As you finish helping every second to third student, stand up straight, look around at the class and breathe. The periodic MITS (even when we haven’t made an announcement) results in the class settling down. There are several factors to consider:

• 
Are you doing this Stand, Breathe and Look after every, second, third or fourth student? The key is how often does the class need to be settled down.

• 
Are you facing the class when you Stand, Breathe and Look?

• 
Are you non-verbally signaling the next student that you will be there in a minute to help him? At times, you will want to cue the student without looking at him. Only touch the student if it is professionally advisable.

Recommended

1.
Describe the class signals that you pay attention to in determining the frequency of the maneuver:


2.
As you did the Stand, Breathe and Look, describe where and how long you were looking:


3.
Describe how you non-verbally signaled the next student that you would help. Did you decide to look or not look at the student during this time?


4.
Describe the effects of the above process: did the class settle down, has your stress level decreased and is your energy higher?


Your name


Power to Influence Approach

First Example

1.
Initials of a worst case student: __________

2.
Approach the student indirectly and describe what happens:


3.
Describe which aspects of the Power Approach you used:



Describe what you noticed that indicated that the student had come back to earth and was in a Neutral state so that the teacher could stop the Power Approach:



Describe your Break & Breathe:

4.
Describe which aspects of the Influence Approach you used:


5.
Describe the beneficial results for you and the student:


Second Example

1.
Initials of another worst case student: __________

2.
Approach the student indirectly and describe what happened:


3.
Describe which aspects of the Power Approach you used:



Describe what you noticed that indicated that the student had come back to earth and was in a Neutral state so the teacher could stop the Power Approach:



Describe your Break & Breathe:


4.
Describe which aspects of the Influence Approach you used:


5.
Describe the beneficial results for yourself and the student:


Your name


Power to Influence Approach

Inventory In Another’s Room

l. 
Sit in a classroom where you are not responsible for the conduct of the students or the pace of the learning. This is most easily done when you visit someone else’s room. Select a student who is really in his own world. List initials of student or physical description of his clothing or seat location: __________________________________. Kinesthetic learners have a strong fantasy world. Have a watch with a second hand. For one to two minutes, observe the selected student and put a check every time the student mentally shifts us from one internal or external focus to another. 
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2. 
You are practicing seeing the external signs of a student who had one focus, then had a brief “vacuum pause,” then another focus. Now that you know what you are looking for, do another student. Initials or description:
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3.
Stop recording and just notice the gap between when the student finishes focusing on one thing and before the student focuses on the next thing. This gap is like a vacuum pause. Nothing is happening. The student is in a limbo state; he is in a temporary Neutral. Write what you are noticing about this student’s vacuum pause. Describe what you see the student’s body doing during the student’s vacuum pause.

Your name


Power to Influence Approach

Intervening at the Vacuum Pause


Since a teacher often has to do a two-step intervention, getting the student from OFF to Neutral and from Neutral to ON, intervening during a vacuum pause—an innate Neutral—saves a step.


Our goal is to intervene at the vacuum pause. This can be done visually (e.g., catch the student’s eyes), through the auditory mode (e.g., say the student’s name or clear your throat) or kinesthetically (move toward the student or touch). The difficulty is that when we see the student in a vacuum pause and then start to intervene, by the time we actually do the intervention, enough time has elapsed so that the student is no longer at the vacuum pause but now is OFF task on a new focus. We literally missed the vacuum pause between the time gap of “when we saw” and “when we did.” Therefore, we need to notice the rhythm or frequency of the length between the vacuum pause and the next OFF task focus. 

Timing


Each student has a given frequency as to how often the vacuum pause comes. Also, he usually shows indicators at the end of one focus so that you can anticipate that the vacuum pause is coming. This allows you to start your intervention (e.g., look at, say name, touch, etc.) toward the end of one focus. By the time you do the intervention, you are at his vacuum pause. 


Observe two students. They can be the same ones you watched on the previous page or two different students. Make up a code that you can use to record when you see the signs of the vacuum pause (e.g., a check) and when you see the signs of indicating that a focus was coming to an end (e.g., a dash): 

First student’s initials or description of:


Code:




Second student’s initials or description of:


Code:




Your name


Power to Influence Approach

Power Intervening

First student’s initials: __________


Description of attempt(s): What were the signs that you keyed on to know when to attempt the intervention(s) and what were the results? 


Second student’s initials: __________


Description of attempt(s): What were the signs that you keyed on to know when to attempt the intervention(s) and what were the results?


Switching to Influence


Whether you increase your consistency of intervening at the student’s vacuum point or not, in either case we have shifted the student from OFF task to neutral because at this point we want to change from the Power Approach (direct) to the Influence Approach (indirect). Describe what your non-verbal signals were during the Power Approach as you shifted the student from OFF to Neutral and what they were during the Influence Approach as you shifted the student from Neutral to ON:

First student:


Second student:


Your name


OFF/Neutral/ON Refinements

The two major concepts from which all our Seatwork skills have evolved are

• 
the Influence Approach,
• 
making sure they are ON task as you leave them.

For the refinements, we will cover two concepts: Dot-to-Dot and Two Stage Exiting.

Dot-to-Dot


On days when we feel like we are chasing our tails, we are trying to handle the seatwork productivity in a manner that can be labeled “dot-to-dot.” Remember as a child the drawing books with blank pages except for numbers with dots next to them? We would trace from one number’s dot to the next. Well, on days that we are frantic, we tend to race around from one student who is OFF task to another. If we had a video camera centered on the classroom ceiling and reviewed the tape at the fast forward speed, we could see ourselves going dot-to-dot with certain students. The difference between the drawing book and this video is that the former made a picture that made sense.

Inventory

At this time, it is suggested that you have the observer come in and fill out the Inventory section from the peer form (page 231).

1.
For two days, notice those students you helped one-on-one during seatwork at least twice in a ten-minute period. List their initials here: ______, ______ , ______, ______, ______, ______ and ______.

2.
During this same two days, notice which students you attempted to put on task at least twice in a ten-minute period. List their initials here: ______, ______, ______, ______, ______, ______ and ______.


One way to accomplish numbers 1 and 2 is to use a seating chart. Every time you help a student, put an “H” next to the student’s initials. Every time you manage a student on task, record an “M” next to the student’s initials.

3.
Look at the two lists.

• 
Which students just appear on the first list? List their initials here: ______, ______, ______, ______. We will designate these students Group H—those you Help.

• 
Which students appear on both lists? List their initials here: ______, ______, ______, ______. These students will be designated Group H & M—those you both Help and Manage.

• 
Which students appear on only the second list? List their initials here: ______, ______, ______, ______. These students will be designated Group M—students who you mainly have contact with by managing them.

Your name


OFF/Neutral/ON Refinements

Two Stage Exiting


OFF/Neutral/ON and Influence Approach focus on getting a student from OFF task through Neutral to ON task. Using these skills will change the syndrome of negative contact between the teacher and the at-risk student to positive contact. Now a new problem arises: how to get away from the student. This stems from two causes. Sometimes the student is “contact hungry” and doesn’t want the teacher to leave and sometimes our presence is needed to keep him ON task. In either case, the following skill will be of assistance.


When the student has been ON task for at least two breaths (the pupil has inhaled and exhaled twice):


1. 
Slowly position your body so that you are standing upright and next to the student.


2. 
Since eye contact in a positive situation will usually increase the personal contact of the interaction and thereby elicit an interchange, keep your eyes on the student’s work. This completes the first stage of exiting.


3. Slowly and gradually step back from the student so that the student cannot see you. Watch the student to make sure the pupil does remain ON task independent of you.


4. Slowly and gradually move away from the student.


The numbers below correspond to those immediately above.

First Student

Initials of a student you want to practice this skill with: __________

1.
Describe how long it took to position yourself in an upright position and what it was you saw that indicated the student was breathing fully and was ON task:


2.
Describe how you kept your eyes on the student’s work:


3.
Describe how you slowly and gradually stepped back from the student so the student couldn’t easily see you and mention how the student stayed on task without you there. Also mention how long it took and if you had to do any modification because certain conditions occurred:


4.
You are now standing behind the student, describe how you slowly and gradually moved away from the student and the student stayed on task. Also, mention how long it took and if you had to do any modification because certain conditions occurred:


Your name


OFF/Neutral/On Refinements

Second Student

Initials of a student you want to practice this with: __________

1.
Describe how long it took to position yourself in an upright position and what it was you saw that indicated he was breathing fully and was ON task:


2.
Describe how you kept your eyes on the student’s work:


3.
Describe how you slowly and gradually stepped back from the student so the student couldn’t easily see you and mention how the student stayed on task. Also mention how long it took and if you had to do any modification because certain conditions occurred:


4.
Describe how you slowly and gradually moved away from the student and the student stayed on task. Also, mention how long it took and if you had to do any modification because certain conditions occurred:


OFF/Neutral/ON Refinements Summary


Having practiced the skills of vacuum pause and two stage exiting separately, now combine these skills:


•
Intervene with the Power Approach.


•
When the student is in Neutral, switch to the Influence Approach.


•
When the student is ON task, slowly and gradually step back from the student.


•
Slowly and gradually move away from the student.

Your name


Positive Reinforcement: One-on-One


The following exercises will help you practice this concept. It is recommended that you practice this skill on a marginal student.

First Student

Initials of a marginal student: __________

1.
Describe the student’s inappropriate behavior:


2.
Do your normal process of disciplinary intervention.


• 
How often did you do it (e.g., “every _______ seconds or minutes”)
 


• 
How long does the student stay on task?


3.
Now practice this Positive Reinforcement technique. Initially do your normal process of disciplinary intervention. Then, while the student is still ON task, praise the student for appropriate behavior.

• 
How did you know you could wait as long as you did? In other words, what were the indications the student was still ON task but nearing the end of his concentration? 

•
What was your praise or positive reinforcement? Keep in mind that sometimes non-verbal reinforcements are better than verbal ones:

4.
Briefly describe the results. Especially notice if the length of the student’s ON task behavior increases.


Your name


Positive Reinforcement: One-on-One

Second Student

Initials of another marginal student: __________

1.
Describe a student’s inappropriate behavior:


2.
Do your normal process of disciplinary intervention.


•
How often did you do it (e.g., “every _______ seconds or minutes”)?



•
How long does the student stay ON task?


3.
Now practice this Positive Reinforcement technique. Initially do your normal process of disciplinary intervention. Then, while the student is still ON task, praise the student for appropriate behavior.

•
How did you know you could wait as long as you did? In other words, what were the indications the student was still ON task but nearing the end of his concentration? 

•
What was your praise or positive reinforcement? Keep in mind that sometimes non-verbal reinforcements are better than verbal ones:


4.
Briefly describe the results. Especially notice if the length of the student’s ON task behavior increases.


Your name


Positive Reinforcement: Group Feedback

Barometer


The instructor is a media center teacher for an elementary school. This is an important consideration because “specialists” on the elementary level act more like secondary educators because both groups are not self-contained and therefore the management styles are different than those who teach in self-contained classrooms. The teacher has used tag board to make an elongated half circle that looks like a setting sun. The half circle is divided into four sections. The far left is green, the next is a faded combination of green and yellow, the next section is yellow and the far right is red. On the bottom in the center a brad holds a pointer that can be rotated into any section. The pointer is pointed straight down when the system is not in use. It functions much like the traffic light in Stoplight example. The students have constant feedback on how they are doing. Green = super, green-yellow = fading, yellow = caution, red = penalty. 


In the examples above, the educators are attempting to provide silent visual feedback that can be used to positively reinforce the desired behavior you want.

1.
Describe your new visual feedback system plan: 
 

2.
Is its effect different from your previous system? Especially mention the advantages of this new Influence Approach: 


Your name


3 Before Me

(My thanks to Peter Bellamy of Carus School)


We know that the best productive environment for seatwork is a “visual” atmosphere and management that is done with a maximum of non-verbal communication. It all begins with the directions being given on the board visually. We also know that seatwork is the time when the teacher can work individually with students. This skill focuses on how to increase students’ independence in what they do. They will have less need to interrupt you, and you will be more able to choose which students you want to help. This skill is designed for students from kindergarten through fifth grade. It would need to be modified for older students.


Make a poster that has the title: 3 Before Me. Then list the three things that the students have to do before asking you. Some suggestions are: 

1.
What is your 3 Before Me?


2.
Now create a non-verbal signal that you can quickly and respectfully use when a student approaches you. For example, as the student nears you, you could hold up 3 fingers and gently shrug your shoulders to mimic a question. That way, the students are encouraged to reflect. What is your non-verbal signal?


Make sure you rehearse the non-verbal signal with the class.

3.
Create a non-verbal signal that the students can show as they approach you. This saves you doing number 2 above and indicates they have already done the reflection. For example, they could approach you with their 3 fingers already held up. What is the non-verbal signal they can show?


Variation


As the student approaches, some teachers use a hand gesture to indicate “stop” (like a traffic cop directing traffic). The student can override the stop sign and indicate there is an emergency by placing his hand in a horizontal position on top of the teacher’s vertical hand. This forms the letter “T” which represents “time out.”

Your name


Phantom Hand

Practice With A Colleague


When the word, “student,” appears, it is referring to the peer who is role playing the student.

1. 
Description of how you got this student from OFF to ON task:


2. 
Did you keep your torso and, especially, your feet still while looking at the student’s work?

3. 
Check off that you did:


Increase Touch


_____ original touch with fingers spread.


_____ initial increase. 


_____ additional increase. 


Decrease Touch


_____ decrease from “additional increase” back to the “initial increase” level of contact. 


_____ decrease from “initial increase” back to the “original touch” level of contact.


_____ g r a d u a l l y lift hand from contact to barely touching.


Lift Off


_____ g r a d u a l l y lift hand from barely touching to being half inch from contact.


_____ g r a d u a l l y lift hand from half inch to a foot away from contact point.


_____ g r a d u a l l y drop your hand to your side.


Exiting


_____ s l o w l y exit from student so he cannot see you.


Debrief with your colleague who has been role-playing the student. Ask him if he felt as if the hand were still there. Discuss the implementation. We need to leave the student to help others and yet we want to leave the pupil ON task by having our presence felt after we leave. By doing the four stages, we achieve the influence of our presence with the Phantom Hand. Make sure you and your colleague switch roles so you both get to experience the sensation of the Phantom Hand.

Your name ______________________________________

Phantom Hand

Practicing In Your Classroom


We want to be mindful of the two prerequisites of being an effective manager: we have a relationship with the student in question and the student can be successful with the curriculum. Therefore, we want to practice this skill with a marginal student rather than an at-risk student. You may want to reread the discussion about Group H, Group H & M and Group M students (OFF/Neutral/On Refinements).

1. 
Initials of a marginal student: 


2.
Description of how you got this student from OFF to ON task:


3. 
Did you keep your torso and, especially, your feet still while looking at the student’s work?

4. 
Check off that you did:


Increase Touch

 
____ original touch with fingers spread.

 
____ initial increase. 

 
____ additional increase. 


Decrease Touch


____ decrease from “additional increase” back to the “initial increase” level of contact. 


____ decrease from “initial increase” back to the “original touch” level of contact.

 
____ g r a d u a l l y lift hand from contact to barely touching.


Lift Off


____ g r a d u a l l y lift hand from barely touching to being half inch from contact. 


____ g r a d u a l l y lift hand from half inch to a foot away from contact point.

 
____ g r a d u a l l y drop your hand to your side.


Exiting

 
____ s l o w l y exit from student so that he cannot see you.

Description of the results of 1 - 4:


Your name ______________________________________

Phantom Hand

With A Colleague 

Least Recommended


Because of the subtlety of this technique, we recommend you do the “Doing It Wrong” steps. There are basically three ways that we inadvertently miss doing the Phantom Hand. For each of these ineffective ways, make sure the teacher has correctly done the first stage of “Increase Touch.” First practice this skill with a colleague.

•
Pat the student’s back as you move your feet and leave. We call this “baby burping.” This definitely gives the sensation that the teacher has left.

•
Pretend again that you are at the end of “Increase Touch” and rub your hand as you move your feet and leave. Another way of doing this is “wiping off” the contact point. That is, if the teacher was touching the student’s shoulder, let your hand fall all the way down the student’s back as you leave.

•
Pretend again that you are at the end of “Increase Touch” and move your feet while withdrawing your hand. 

•
Make sure you and your colleague both role-play the student and teacher parts of these three ineffective ways of removing contact.

With A Student

Least Recommended


You may want to actually do the less effective format with a student to experience the contrast from the suggested format.

1. 
Initials of one a marginal student: __________


Have the student at the end of “Increase Touch.” Check off which of the following three less effective formats you did:

 
____ “Baby burping.” 

 
____ “Wipe off.”

 
____ Simultaneous release of hand while leaving.

2.
Describe the results, e.g., how long did the student stay ON task compared to the recommended format: 
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