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PURPOSE OF I&RS RESOURCE MANUAL 
 
 
 
 
RESOURCE MANUAL 

This manual is designed to provide guidance to school district and school 
building staff for using collaborative team approaches to fulfill the 
required functions under N.J.A.C. 6A:16-7 et seq. The manual is 
intended as a comprehensive resource on the operation of I&RS teams 
and provides extensive information and materials that support the 
planning, development, implementation, evaluation and maintenance of 
these building-based problem-solving teams. In addition to addressing 
the fundamentals of the I&RS process, the manual provides information 
to guide the planning and development necessary to initiate and 
institutionalize the program at both the district and building levels.  
 
Whereas, the information in this manual provides explanations of the 
fundamental principles and practices for operating I&RS programs, it 
does not provide schools with a “cookbook” approach for the resolution of 
various educational problems. It is not possible to prepare a document 
that addresses every conceivable circumstance for which each building-
based team in New Jersey will receive requests for assistance. Moreover, 
since the building-based team process is intended to provide  
considerable flexibility and ingenuity in the application of local 
resources, it is neither preferable or feasible for the New Jersey 
Department of Education to determine the availability or best use of local 
resources and technical expertise for correcting the universe of local 
problems.  
 
The adage, “People support what they create,” certainly applies to I&RS 
teams. The most effective remedial strategies tend to be those that are 
specifically designed to address the unique needs of individual cases and 
supported by the implementers of the strategies. I&RS teams are often 
only as effective as they are resourceful in the development of innovative 
action plans and in their use of research-based or field-tested best 
practices, as well as the degree to which they are committed to providing 
appropriate support for the full implementation of a comprehensive 
strategy for each identified learning, behavior and health problem. 
 
The information in this manual provides schools with a framework for 
the preparation and inclusion of school staff, school administrators, 
parents and community representatives in the I&RS process. The 
manual also provides samples of the types of forms and templates that 
are typically used by I&RS teams and lists of supportive resources.  
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The manual has been organized according to 
topical categories related to I&RS team 

operations. Each category includes subsections that contain summary 
information on subjects related to the category. It is anticipated that 
team members and other school staff will refer to the manual to review 
information on the categories and the summary information as the need 
arises.  

Manual Structure 

 
The manual follows a modular design. Where permitted by space and 
format, the information in each category and subject area has been 
deigned to be pulled out of the manual to provide the greatest degree of 
flexibility and utility of the materials (e.g., handouts for staff 
development, newsletter or newspaper articles). 
 
Schools may use or adapt all of the materials in this manual, as 
appropriate, and are encouraged to maintain the integrity of their intent, 
while providing appropriate acknowledgements to the New Jersey 
Department of Education. Credit should not be assigned to the New 
Jersey Department of Education, however, for materials from the manual 
that have been modified by the school district. 
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ADDITIONAL I&RS MATERIALS 

The following materials also have been developed by the New Jersey 
Department of Education in support of I&RS teams, and were distributed 
to each chief school administrator in New Jersey’s public school system 
in September 2005:  
 
 
 
 
The titles of the programs, provided in both VHS videotape and DVD 
formats, are provided below: 
 

 
 

 
 
 
 
 
 
 

 
 
 
 

 
 
 

Four-part Videotape & DVD Program Series 

Video 1 
 

Program Overview. 
 

Video 2 
 

Planning  
and  

Organizing  
the Program. 

 
Video 3 

 
The I&RS 
Process  

 Video 4 
 

Innovations  
and  

Best Practices. 
 

 
The videotape programs are primarily designed to be included in 
educational and awareness programs for the following audiences and 
formats: 
  

 
 
 
 
 
 
 
 
 

School staff 
development 

programs. 

Parent 
outreach 

programs. 

Community agency programs (e.g., mental health 
agencies, substance abuse agencies, health care 

institutions, the legal community). 

Activities that showcase the program to other 
groups (e.g., churches, business and industry, 

foundations, civic or service organizations, 
volunteer organizations, government offices). 
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Additional I&RS Materials, continued 
 
 
 I&RS CD-ROM  
 
The CD-ROM includes files of the following materials: 

 Resource Manual for Intervention Services; 
 Sample I&RS forms; and  
 Other informational resources for I&RS teams. 

 
 
 
 

I&RS Flyer  
 
The flyer provides a summary of the New Jersey Department of 
Education’s activities in support of programs of I&RS, a well as the 
purposes of I&RS programs. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


	INTRODUCTION
	Multidisciplinary Team
	Student Populations
	The school’s I&RS program, like any school-level improvement initiative, should be integrated into the school’s overall program and supported by research-based educational practices and planning principles, including the following:


	PURPOSE OF I&RS RESOURCE MANUAL
	IN SUPPORT OF I&RS

	Pennsylvania
	Rhode Island
	FOR BUILDING-BASED I&RS TEAMS
	Life Skill Deficiencies
	OBSERVABLE BEHAVIOR
	POSSIBLE LIFE SKILL DEFICIENCY
	Psychosocial At Risk Factors
	Scope of Services for Building-based I&RS Teams
	Cultural, Economic and Social At Risk Factors
	Principles for Identifying 
	Early Warning Signs of School Violence
	Imminent Warning Signs of Violence
	Scope of Services for Building-based I&RS Teams
	Of continuing alarm for educators are the unacceptably high rates of student substance abuse. Significant concerns involve the increased use of alcohol, tobacco and other drugs (ATOD) by younger students; the increased intensity of use by young people; the frequency of use by students; and the variety and unpredictable contents or strengths of substances that are used either individually or in combination.
	Adult denial, or deciding not to recognize and appropriately respond to ATOD abuse as a primary problem, has been a foremost dynamic that has prevented student substance abusers from recovering and performing to their potential in school. Youth substance abuse often is perceived as either an individual or a social phase, which, like other “trends,” will pass. All too often adults’ thoughts and actions regarding ATOD use among youth are counterproductive (e.g., “We drank when we were kids and it didn’t hurt us.”). The I&RS team can be an important mechanism for breaking the pattern of denial described above by ensuring that substance abuse and related issues are given full consideration as educational problems to be solved. Since all districts are required to “establish a comprehensive substance abuse intervention…and treatment referral program” (N.J.S.A. 18A:40A-10), the provisions of the I&RS code can also help districts fulfill the substance abuse intervention and referral program requirement. 
	The nature of youth ATOD use has followed a fairly consistent pattern since the 1970s; in fact, their pattern closely follows the nature of adult involvement with psychoactive chemical substances. The information provided below is not intended to prepare team members to diagnose ATOD problems, but to provide perspective on potential target audiences and give strength to the importance of early identification of student’s risk for harmful involvement with substances.
	No Use

	Circumstantial Use/
	Harmful Involvement/
	Phase One
	Phase Two
	Phase Three
	Phase Four
	TREATMENT PHASE
	TREATMENT 
	PHASE
	Relapse Issues
	Student Relapse Indicators
	Issues for School Staff
	Scope of Services for Building-based I&RS Teams
	Scope of Services for Building-based I&RS Teams
	Scope of Services for Building-based I&RS Teams
	Scope of Services for Building-based I&RS Teams
	Scope of Services for Building-based I&RS Teams
	Since the health professional has general knowledge of common health issues affecting classroom performance, it is important for the team to include their input in the I&RS process. The educational interests of school health professionals can be represented by having them serve as members of the I&RS team or by collecting information from them as part of the comprehensive set of data that is gathered and assessed for all requests for assistance. A few examples and issues regarding the interaction of the I&RS team and school health resources or issues are provided below:
	Scope of Services for Building-based I&RS Teams
	High Risk Factors for Unprotected Intercourse or Pregnancy, Premature Sexuality and Childbearing
	Personal or Peer Factors
	School/Academic Factors
	Family Factors
	Community Factors

	A survey conducted by the American Association of University Women found that four out of five students have experienced some form of sexual harassment at school.  More than one third considered this harassment as a normal part of school life.  In a survey of school teachers reported by Telljohann, more than 20% said that students in their classes often use abusive language when describing homosexuals. Therefore, I&RS teams should remain cognizant of the possibility of harassment as a contributing factor to the concerns identified in requests for assistance. 
	Scope of Services for Building-based I&RS Teams
	Healthy Family Characteristics
	Vulnerable Family Characteristics
	Adaptive Roles of Students from Vulnerable Families
	General Guidelines
	Guidelines for Adaptive Roles in Vulnerable Families
	Indicators of Children with Chemical Dependence in Their Families
	Scope of Services for Building-based I&RS Teams

	Protective Factors
	Assets-based Approach
	Assets-based Approach, continued
	40 DEVELOPMENTAL ASSETS
	Asset Type
	Asset Name and Definition
	Percent
	Assets-based Approach, continued
	40 DEVELOPMENTAL ASSETS, continued
	Asset Type
	Asset Name and Definition
	Percent
	Assets-based Approach, continued
	Internal Assets: Educational Commitment
	Scope of Services for Building-based I&RS Teams
	Assets-based Approach, continued
	External Assets: Support
	Scope of Services for Building-based I&RS Teams
	Assets-based Approach, continued
	STRUCTURE AND FUNCTIONS
	Board of Education Members

	Comparison of Three Building-based Multidisciplinary Teams
	I&RS Teams and Child Study Teams
	CHILD STUDY TEAMS
	Choosing an Appropriate Model for I&RS Functions
	PLANNING AND ORGANIZING
	BUILDING-BASED I&RS TEAMS
	 Resource name.
	 Description of resource and its services.
	 Contact persons and their titles/roles.
	 Street and postal addresses, as well as electronic mail addresses.
	 Phone and facsimile numbers. 
	 Admission requirements. 
	 Financial arrangements. 
	It is helpful to establish formal, written agreements with community agencies that describe specific understandings and procedures with regard to (More information on these agreements can be found in the section of this manual titled Coordination of Home, Community and School Resources.):
	 Initial contact. 
	 Transportation and arrival of the student.
	 Release of information to and from both institutions. 
	 Communication while a student is receiving services. 
	 Provision of an educational program to the student while receiving services. 


	IMPLIED vs. DESCRIBED BEHAVIOR EXAMPLE #1
	IMPLIED vs. DESCRIBED BEHAVIOR EXAMPLE #2
	In conducting interviews and in communications with colleagues who request assistance of the team, it is important for team members, particularly case coordinators, to consider the nature of their relationships with requestors. Since the focus of the I&RS team process is on the provision of assistance and support to colleagues and the team typically functions in a collaborative mode of operations (for more information on modes of operation see the Scope of Services for Building-based I&RS Teams section of the manual), it is valuable for team members to view themselves as consultants to their “clients.” Described below are characteristics of effective consultants that should drive team members interactions and the development of effective strategies for working with colleagues:

	Gardner’s Eight Intelligences*
	Gardner’s Eight Intelligences, continued
	Gardner’s Eight Intelligences, continued
	Gardner’s Eight Intelligences, continued
	Gardner’s Eight Intelligences, continued
	Gardner’s Eight Intelligences, continued
	In her book, Taming the Dragons: Real Help for Real School Problems, Susan Setley asserts that students who struggle with their schoolwork tend to show three patterns in their learning: they learn inefficiently, inconsistently and incompletely. 
	The cerebral cortex is where higher cognitive processing occurs. When we educate students, we are essentially changing the structure and the chemistry in students’ neurons in their cerebral cortexes, growing receptive surfaces (dendrites) of nerve cells. The more students use what they learn, the more the neural pathway and the knowledge become permanent.
	Complete learning, that is learning that stays with us for long periods of time, takes place in stages or steps. At each of these steps, referred to by Setley as the Four Stages of Learning, we master a task a little more thoroughly, until we finally know it extremely well. Setley identifies the four steps, which are described below, as follows: Exposure Stage, Guided Learning Stage, Independence Stage and Mastery Stage.
	Four Stages of Learning
	Why is Learning Style Important?
	Scanning
	David Kolb’s Theory of Learning Styles
	Kolb’s Learning Styles
	Neurolinguistics/Psycholinguistics
	Goals of Misbehavior
	Reality Therapy
	Teacher Effectiveness Training
	School Discipline Summary
	As explained in an article titled Curriculum-based Assessment: An Introduction, by James A. Tucker, which was published in the Journal of Exceptional Children, curriculum-based assessment (CBA) is a relatively new term for a teaching practice that is as old as education itself: using the material to be learned as the basis for assessing the degree to which it has been learned. CBA holds that each student’s needs are best defined in terms of the context of his local educational program. 
	Negative school climate is one of several factors that have been found to increase students’ risk for involvement in self-destructive behaviors. Students’ risk for developing harmful behaviors can be decreased and student achievement, performance and safety can be improved by developing an atmosphere in schools where academic success, respect for self, others and property and the motivation to learn and actively participate in the school’s social life are expected and rewarded. 

	Alternative Education, continued
	Section 504 of the Rehabilitation Act of 1973
	Innovative Strategies
	Professional Development, Coaching and Collegiality, continued

	EFFECTIVENESS OF TRAINING TECHNIQUES
	Innovative Strategies
	Professional Development, Coaching and Collegiality, continued
	Innovative Strategies
	Professional Development, Coaching and Collegiality, continued

	Learning Pyramid
	Innovative Strategies
	Professional Development, Coaching and Collegiality, continued

	Experiential Learning
	Innovative Strategies


	OF HOME, COMMUNITY AND SCHOOL RESOURCES
	General Tips for Forming an Alliance with Parents
	Turn Negatives into Positives
	Turn Negatives into Positives, continued
	There are instances where parents may resist or challenge the efforts of the I&RS team. Some suggestions to prepare for and address these circumstances are provided below:
	General Characteristics of Effective Teams, continued
	General Characteristics of Effective Teams, continued
	General Characteristics of Effective Teams, continued
	Many models describe the stages and characteristics of the development of healthy and unhealthy, effective and ineffective groups, two of which are described below. In addition to understanding how groups grow, teams should understand practical reasons for why it is important to apply group development theories and the benefits of applying these models to the workings of their teams.



	The Truth Option
	INCLUSION STAGE 
	CONTROL STAGE
	OPENNESS STAGE

	Cog’s Ladder
	      Moving from Step 1 to Step 2
	Group members tend to exhibit patterns of behavior and/or preferred roles.  Effective team members are able to identify the presence of behaviors that help and hinder team operations and provide and receive supportive feedback on their contributions to the group. Competent team members work to develop role diversity and flexibility in order to provide the behaviors that will regularly move the group forward. The roles below, which have been adapted from Learning to Work in Groups, by Matthew Miles, must be fulfilled, at appropriate times, for groups to effectively accomplish their respective missions.

	TASK ROLES
	As is the case with most human enterprises, the degree to which team members openly and honestly communicate regarding both group task and maintenance concerns is the foundation of team effectiveness. Since communication is also at the heart of the team’s efforts with colleagues, parents and community members, on behalf of children, it is incumbent upon teams to faithfully monitor, evaluate, adapt and improve their communication patterns and skills. Described below are some skills and techniques that are essential for group cohesion and productivity.
	The Johari Window, described by Josph Luft in Of Human Interaction, is a model of interpersonal communication that team members can use as a basis for identifying behaviors and related information that will help maintain the group and improve interactions among colleagues, parents, community members and students.
	Applications of the Johari Window to I&RS Team Functioning
	Applications of the Johari Window to the I&RS Process

	Feedback

	Team Wellness/Maintenance
	The Other Person Owns the Problem
	Active Listening

	WE OWN THE PROBLEM
	Situational Leadership Theory
	“TELLING”
	“SELLING”
	True Colors
	Costs and Concerns Associated with Program Assessment
	6A:16-7.2       Functions of intervention and referral services


	These regulations establish uniform statewide policies and procedures for public school staff to report allegations of child abuse and to cooperate with the investigation of these allegations.
	SAMPLE INITIAL REQUEST FOR ASSISTANCE FORM
	Reasons for Request for Assistance (Must be for school-based issues, i.e., academics, behavior, school health):
	________________________________________________________________________

	Place the completed forms in a sealed envelope
	INTERVENTION AND REFERRAL SERVICES

	SAMPLE INITIAL REQUEST FOR ASSISTANCE 
	PRIOR INTERVENTIONS CHECKLIST
	INTERVENTION AND REFERRAL SERVICES

	SAMPLE CASE COORDINATOR CHECKLIST
	Confidential
	INTERVENTION AND REFERRAL SERVICES


	INTERVENTION AND REFERRAL SERVICES
	SAMPLE 
	ELEMENTARY TEACHER INFORMATION COLLECTION FORM
	Confidential
	Classroom Performance
	Social Skills
	Physical Symptoms
	Positive Qualities
	SAMPLE 
	SECONDARY TEACHER INFORMATION COLLECTION FORM
	Extra Curricular Activities
	_____ Missed athletic practice without  _____ Missed club/group meeting



	Thank you for your cooperation, caring and concern!
	INTERVENTION AND REFERRAL SERVICES

	SAMPLE INFORMATION SUMMARY FORM
	Confidential
	SOCIAL SKILLS
	DISRUPTIVE BEHAVIOR
	PHYSICAL SYMPTOMS
	BACKGROUND INFORMATION
	RELATED SCHOOL-BASED SERVICES OR PROGRAMS
	Skills  ____________________________________________________________



	SAMPLE INFORMATION COLLECTION REMINDER MEMO
	Confidential

	SAMPLE STAFF THANK YOU MEMO
	Confidential

	SAMPLE SCHOOL COUNSELOR FORM
	Confidential

	SAMPLE ATTENDANCE FORM
	Confidential
	INTERVENTION AND REFERRAL SERVICES


	SAMPLE DISCIPLINE FORM
	Confidential

	SAMPLE STUDENT ADVISOR FORM
	Confidential

	SAMPLE SCHOOL NURSE/SCHOOL HEALTH FORM
	Confidential
	Health History 
	________________________________________________________________________
	Health Assessment
	Socialization
	Physical Education Excuses
	Student Strengths
	Other Pertinent Information

	INTERVENTION AND REFERRAL SERVICES

	SAMPLE PARENT OR GUARDIAN LETTER
	Confidential

	SAMPLE PARENT QUESTIONNAIRE
	Confidential
	INTERVENTION AND REFERRAL SERVICES

	SAMPLE PARENT INTERVIEW
	Confidential

	SAMPLE STUDENT SELF-ASSESSMENT SHEET
	Confidential

	SAMPLE GENERAL RELEASE OF INFORMATION
	SAMPLE I&RS ACTION PLAN FORM #1
	Confidential
	FOLLOW-UP MEETING

	SAMPLE I&RS ACTION PLAN FORM #2
	Confidential
	INTERVENTION AND REFERRAL SERVICES

	SAMPLE I&RS ACTION PLAN FORM #3
	Confidential

	TECHNICAL RESOURCES AND SERVICES
	No Child Left Behind Act Funds
	Family Life Information Exchange
	Combined Health Information Database 
	  (CHID)
	Classroom Management and Student Discipline
	Appendix G: Resource Materials
	Classroom Management and Student Discipline, continued
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	Appendix G: Resource Materials
	Depression and Loss
	Lamb, F., Dunne-Maxim, K., Underwood, M. and Sutton, C. (1991). The Role of the Postvention Consultant. In A.A. Leenaars, S. Wenckstern, Eds., Suicide Intervention in Schools. Hemisphere, Washington, DC.
	Mauk, G. and Weber, C. (1991). Peer Survivors of Adolescent Suicide: Perspectives on Grieving Postvention. Journal of Adolescence, 6(1).
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