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1 - Big 5 Report Generating Tool Instructions / Worksheet

	Directions for Using the BIG 5 Graphics Generator

	This Big 5 Generator has been developed to assist your team in developing the 5 data graphics that the PBIS National Center encourages ALL schools implementing SW-PBS to use as the basis for assessing questions such as, “Where are we at?”, “How do we feel about where we are at?”,  and “What should our next steps be?”

	The raw data that you will use for graphic generation will come from your school’s database for entering disciplinary referrals.  Your goal will be to collect data from your school’s database once per month and enter it into the Big 5 Generator so that you can produce monthly Big 5 Reports for your SW-PBS team as well as staff to analyze and use as the stepping off point for planning schoolwide interventions.

	 

	First step- Save this Excel Workbooks as your school's name and the month the data is collected; for Example “Wonderful_Elementary_March_2008”. This way you will always have a data set for each month. Save the workbooks within a folder for data for the corresponding school year.

	 

	Second Step- Collect the data you will need form your school/district database:

	A) Per Day graphic- you will need the number of student attendance days for each month and the total number of Office Discipline Referrals (ODRs) or instances where students left academic instruction and went to the office to have the mis-behavior discussed and/or consequence given.

	B) Behavior graphic – you will need the total number of ODRs for the month that is the focus of the report, disaggregated by the behavior categories listed.

	C) Location graphic – you will need the total number of ODRs for the month that is the focus of the report, disaggregated by the location categories listed.

	D) Time graphic – you will need the total number of ODRs for the month that is the focus of the report, disaggregated by 15 minute increments across the school attendance day.

	E) By Student graphic – you will need the total number students who have had 0 or 1 ODRs for the month, the total number of students with 2-5 ODRs for the month, and the total number of students with 6+ ODRs for the month. You may also choose to have a cumulative total for each category and generate a graphic for this as well.

	 

	Third Step- Enter data, copy the graphics and create a one page Big 5 Report!

	A) Select the tab for the graphic you need to generate (per day, behavior, location, time, by student). Then follow the steps at the top of each worksheet for entering data.

	B) Follow this process until you have generated all five graphics. Select or Click on SAVE after each graphic is generated so that you don’t loose any of your work! Now reduce the Excel Workbook and open a word document. Title the document with your school name, the month/year the data represents, and what type of data it is. For Example “Wonderful Elementary Big 5 Report of Office Disciplinary Referrals for March 2008”. Save the word document in your data folder along with the workbook for that month!

	B) Now re-open your workbook and choose the Per Day tab, and right click on the graphic and select “Copy”. Now go back to the word document, click below the title, align to center then right click and select “Paste”.  Your first graphic (Per Day Per Month) should now be centered on your Big 5 Report.

	C) Click to the right of the graphic, hit enter, align to the left and you are ready to now place the final 4 graphics in a 2 X 2 array. Follow the directions you used to copy and paste from above for the next 4 graphics.


Per Day Per Month

	1. Enter Number of days for each month that students attend school. Count any early release as a day if you count it as attendance as an attendance "day".

	2. Enter total number of major referrals only for that month. Major referrals are any time a student leaves academic instruction for a disciplinary reason regardless of time spent out of the instructional setting. 

	

	3. A per day rate should be calculated for each month and automatically will display in the third column for each year entered. This data will also automatically be entered into two more tables and associated graphs. 

	
	
	
	
	
	
	
	
	
	

	
	2008-2009
	2009-2010
	2010-2011

	 
	Days of Student Attendance
	Major Referrals for that Month
	Per Day Rate
	Days of Student Attendance
	Major Referrals for that Month
	Per Day Rate
	Days of Student Attendance
	Major Referrals for that Month
	Per Day Rate

	August
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!

	September
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!

	October
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!

	November
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!

	December
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!

	January
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!

	February
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!

	March
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!

	April
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!

	May
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!

	June
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!

	July
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!
	0
	0
	#DIV/0!

	
	
	
	
	
	
	
	
	
	

	
	Per Day Rate
	Per Day Rate
	Per Day Rate
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	2008-2009
	2009-2010
	2010-2011
	

	August
	#DIV/0!
	#DIV/0!
	1.20
	

	September
	#DIV/0!
	#DIV/0!
	2.5
	

	October
	#DIV/0!
	#DIV/0!
	2.6
	

	November
	#DIV/0!
	#DIV/0!
	5.5
	

	December
	#DIV/0!
	#DIV/0!
	#DIV/0!
	

	January
	#DIV/0!
	#DIV/0!
	#DIV/0!
	

	February
	#DIV/0!
	#DIV/0!
	#DIV/0!
	

	March
	#DIV/0!
	#DIV/0!
	#DIV/0!
	

	April
	#DIV/0!
	#DIV/0!
	#DIV/0!
	

	May
	#DIV/0!
	#DIV/0!
	#DIV/0!
	

	June
	#DIV/0!
	#DIV/0!
	#DIV/0!
	

	July
	#DIV/0!
	#DIV/0!
	#DIV/0!
	


	Problem Behaviors
 

	1. Enter data for total referrals for each month in corresponding problem behavior category in the first table, [place a "0" if there are none]

	2. This will generate a cumulative, yearlong table, which might get large and cumbersome to interpret

	3. The second table allows you to generate a graphic for just one month. After entering data into the first table, select the column for the month you wish to graph, copy and paste into the red column of the second table.

	4. The third table allows you to compare a single month to the year's running total. Copy and paste a month's data into the yellow column, the program will automatically fill the year column. 

	5. Be sure to enter name for month or number for year in green fields!

	6. Click on TITLES for each graph and enter School Name, and Month or Year as Appropriate!

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 TABLE 1A
	August
	September
	October
	November
	December
	January
	February
	March
	April
	May
	June
	July
	YEAR

	Inappro. Lang
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Aggression/Fight
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Disrespect
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Lying
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Harrass
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Disruption
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Tardy
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Skip
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Prop Damage
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Forgery/Theft
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Dress
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Tech
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Innapro. Affect.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Out Bounds
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Gang Display
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Tobacco
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Alcohol
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Drugs
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Combust
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Bomb
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Arson
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Weapons
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Other
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Unknown
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0
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    Table 1B
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                                Example of Table 2 Data placed into a Graphic

	Problem Locations
	
	
	
	
	
	
	
	
	
	

	1. Enter data totals for each month in corresponding location category, [place a "0" if there are none]

	2. This will generate a yearlong table, which might get large and cumbersome to interpret

	3. The second table allows you to generate a graphic for just one month. After entering data into the  first table, select the column for the month you wish to graph, copy and paste into the red column of the second table

	4. The third table allows you to compare a single month to the year's running total. Copy and past a month's data into the yellow column, the program will automatically fill the year column. 

	5. Be sure to enter name for month or number for year in green fields!

	6. Click on TITLES for each graph and enter School Name, and Month or Year as Appropriate!


	 
	August
	September
	October
	November
	December
	January
	February
	March
	April
	May
	June
	July
	YEAR

	Classroom
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Playground
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Commons
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Hall/Breezeway
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Cafeteria
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Bath/Restroom
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Gym
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Library
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Bus Loading
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Parking Lot
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Bus
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Special Event
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Off-Campus
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Stadium
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Office
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Locker Room
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Other Location
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Unknown Location
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Problem Times
	
	
	
	
	
	
	
	
	
	

	1. Enter data totals for each month in corresponding TIME category, [place a "0" if there are none]

	2. This will generate a yearlong table, which might get large and cumbersome to interpret

	3. The second table allows you to generate a graphic for just one month. After entering data into the  first table, select the column for the month you wish to graph, copy and paste into the red column of the second table

	4. Be sure to enter name for month or number for year in green fields!

	5. Click on TITLES for each graph and enter School Name, and Month or Year as Appropriate!


	 
	August
	September
	October
	November
	December
	January
	February
	March
	April
	May
	June
	July
	YEAR

	7:00
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	7:15
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	7:30
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	7:45
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	8:00
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	8:15
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	8:30
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	8:45
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	9:00
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	9:15
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	9:30
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	9:45
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	10:00
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	10:15
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	10:30
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	10:45
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	11:00
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	11:15
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	11:30
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	11:45
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	12:00
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	12:15
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	12:30
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	12:45
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	1:00
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	1:15
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	1:30
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0


	Referrals By Students
	
	
	
	
	

	1. Enter the Total Student population from Official Count Day in the aqua box in the table below. 

	2. Enter the total number of students for each pyramid category (0-1 referrals for the period, 2-5 referrals for the period or 6+ referrals for the period) in each of the next three orange boxes. A "period" should be cumulative for the year.

	

	3. Find the table and graph generator that corresponds best to your school's grade level designation (e.g., k-6, 6-9, or 9-12). Enter your School's name in the Orange Box that says "Your School Name Here!". 

	

	4. Enter the percentages calculated in the fist table into the corresponding boxes (e.g., green % in the green box, yellow % into the yellow box, red % in the red box…each as a whole number, not as a fraction and without a "%" sign… 88 for .88)

	

	

	5. Click on the words "ADD your school name…" on the top of the graph to insert your school name.

	Figuring your percentage!
	
	

	 
	Total Student Population in Aqua box below
	Total Students with  0-1 Office Disciplinary Referrals into box below
	Total Students with  2-5 Office Disciplinary Referrals into box below
	Total Students with 6+ Office Disciplinary Referrals into box below.
	
	

	 
	
	 
	 
	 
	
	

	Percentages >>>>>>>>>>>
	0.00
	0.00
	0.00
	
	

	By Student
	
	
	
	
	
	
	
	
	

	Use this generator if you are a K-6 Building ONLY!
	
	
	Use this generator if you are a 6-9  Building ONLY!
	 
	
	Use this generator if you are a High School  Building ONLY!
	 

	
	National Grades K-6 for a YEAR  Average
	Your SCHOOL NAME HERE!
	
	 
	National Grades 6-9  for YEAR Average
	Your SCHOOL Name HERE
	
	 
	National Grades 9-12 for a YEAR  Average
	Your SCHOOL Name HERE

	 
	
	
	
	 
	
	
	
	 
	
	

	0-1 Referrals
	90.89
	 
	
	0-1 Referrals
	81.35
	 
	
	0-1 Referrals
	72.67
	 

	2-5 Referrals
	6.77
	 
	
	2-5 Referrals
	12.71
	 
	
	2-5 Referrals
	15.54
	 

	6+ Referrals
	2.34
	 
	
	6+ Referrals
	5.95
	 
	
	6+ Referrals
	8.19
	 


TABLE 2





Table 3








