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Welcome back McDowell family. I am grateful for another year and opportunity to 

positively impact young lives. It is my desire that McDowell will continue to be a 

happy and safe place where a “kid can be a kid” despite what’s occurring in the 

community, nation, or world. This year’s theme is “Alignment”. The goal of 

alignment is to make curriculum, instruction, and assessment work toward the 

same ends.  A key component of educational achievement test validation is 

alignment of the test to both curriculum and instruction. By alignment, we mean 

the degree to which the items of the test, both individually and collectively, match 

the structure and intent of the curriculum and instruction. The ultimate result is 

effective teaching leading to high student growth and achievement.  Alignment is 

key to working smart.  With our teacher leaders guiding the way get ready for the 

best year ever. Welcome back! 

 
 

 

“Excellence Is Expected” 
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I. ATTENDANCE  

The attendance process is a legal responsibility of the teacher.  You must enter attendance 

daily using the IMPACT system by 9:00am.  You must keep a current student list at all 

times and you must have this list with you during a fire drill.   

 

 

II. BULLETIN AND COMMUNICATIONS 

All staff members are responsible for the information and procedures listed in the 

Electronic Bulletin and McDowell Handbook.  Please read them periodically.  Also, do 

not send parent notices out without principal review and never ever send handwritten 

correspondences to parents.  Many forms are already preprinted or can be computer 

generated. 

 

III. CLASSROOM LIBRARY 

Mrs. Fountain is available to help you create your room libraries.  As you know, 

classroom libraries are mandated by CPS as part of the Reading Program.  A professional 

library is located in the staff lounge area. 

 

IV. CURRICULUM AND GRADE LEVEL MEETINGS 

Additional and shared prep time has been arranged to facilitate meetings at each level.  

Specific dates and times will be announced later. 

 

V. DISCIPLINE 

The classroom teacher is responsible for the discipline of the classroom students.  We 

must also follow the Student Code of Conduct (keep a copy of your handbook).  Note:  

Corporal punishment and verbal abuse are prohibited according to the Illinois School 

Code.  Chicago Public Schools considers the aforementioned as dischargeable offenses. 

Tip:  Actively engaged students do not generally create discipline problems. 

  

VI. EARLY DISMISSAL/ ILL CHILDREN  

Students who must leave early must have official approval. Please send ill students to the office.  

The office will notify the parents to determine what course of action to take. 
 

 

VII. FIELD TRIPS 

All students leaving the building on an appropriate educational field trip must have 

written permission from the parent or guardian.  Field trip requests must be completed by 

the teacher(s), signed by the principal, and submitted to the Network office at least two 

weeks prior to the field trip (see field trip request form).  Reusable nametags for students 

have been provided for your convenience. If Chaperones are needed, they must be 

selected from the list that indicates they have attended the McDowell School Chaperone 

training. Training is required each year. 

 

VIII. GRADE BOOKS/PROGRESS CHARTS 
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Grades should reflect instructional activities and all test results.  Keep accurate records of 

students’ progress in your electronic grade book. CPS charts grade input and expects 

that grades are entered on a regular and consistent basis.  Grades are available for 

student and parent review on the IMPACT Parent Portal. 

 

IX. HALLWAY and CLASSROOM BULLETIN BOARDS 

Boards should be tied to an academic standard, should reflect current student work and 

must have the rubric posted.  Hallway bulletin boards should be up before the 1st school 

day of your assigned month. 

 

 

X. HOMEWORK FOLDERS 

 New green homework folders will be provided for each student.  The first folder is free   

 but students must pay $0.25 for additional folders. 

 

 

XI. INSTRUCTIONAL TIME 

Do not cheat children of instructional time.  Teachers are to actively engage students and 

walk around to check for understanding. Teachers should not sit at his/her desk and teach 

from the seat. Activities such as phoning parents, coming to the office, conferencing with 

parents, putting up bulletin boards and/or grading papers should not be engaged in during 

instructional time.  Leaving children under the supervision of the aide is not acceptable.  

Misuse of instructional time will result in employee discipline. 

 

Universal Breakfast:  McDowell participates in the Universal Breakfast program.  

Students enter the building at 7:45 and breakfast starts immediately in the classroom.  

Breakfast should be over and instructional time begins at 8:10. 

 

XII. LEARNING CENTERS 

Classroom should have identified learning centers to reflect each instructional area.  

Please include “Electronic Learning Centers”. 

 

XIII. LESSON PLAN BOOKS/SUBSTITUTE PLANS 

Lesson plans are to be turned in every Friday.  Plans should reflect a variety of instructional 

strategies.  Research-based pedagogical practices should be included.  Lesson plans must always 

reflect the alignment of curriculum, instruction, and assessments with the Common Core State 

Standards.   Plans must include accommodations and modifications for special education 

students based on the IEP. Science plans must include activities based on Blooms Taxonomy 

and a lab activity. 

Emergency plans should be included in your plan book and a copy should also be on file in the 

office. 

 

XIV. LUNCH APPLICATIONS 

This year all schools participate in the “All Kids Eat Free” program.  Mr. Phillips will give us the 

details. 

 

XV. MONIES COLLECTED 
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All monies collected from students must be turned in to the school treasurer on a daily 

basis.  A time that is convenient for the treasurer and teacher/sponsor must be set up in 

advance.  The teacher/sponsor is required to be present when the treasurer is counting the 

money to help handle any discrepancies that may occur.  After the money is counted and 

verified a receipt must be issued. NEVER turn in money without obtaining a receipt!  

All monies collected must be recorded on a Student Payor’s List or teacher’s receipt book 

(For amounts that exceed $5) and kept in the brown file envelope that has been provided 

for each classroom teacher.   

 

XVI. MORNING EXERCISES 

It’s the law!  Each day should begin with the Pledge of Allegiance and America.  

Additionally, McDowell sings 2 verses of “Lift Every Voice and Sing”.  The morning 

exercise should begin by 7:45a.m. and should be completed by 7:55a.m. each day. One 

class presents electronically each week.  The presenting class makes a presentation on the 

Friday of their assigned week. 

 

XVII. REGISTRATION, KARDEX(Cum) Reports, and EMERGENCY FORMS 

Teachers, please note that all students must have completed registration, emergency 

forms, and cum reports.  Cum cards/reports are generated automatically on IMPACT.  

For your convenience we have printed hard copies.  Please file the cum cards/reports in 

the cum folders. 

 

XVIII.  ROOM ASSIGNMENTS 

I have the class list for each teacher (partial list for Kdg.).  The first day of school will be 

quite hectic.  Please take your list as you receive your students outside (mostly applicable 

to grades one and two) and guide them to the appropriate rooms. 

 

XIX. SCHOOL EQUIPMENT 

All school equipment must be inventoried.  Mr. Bell and/or Mr. Davis will be coming 

around to make a record of all equipment that is in your room, i.e. TV, iPads, Elmo, 

computer, printer, etc. You will sign verification notices of equipment stored in your 

room.  You, the classroom teacher, are responsible for reporting damage, malfunction, or 

theft.  At the end of the year you must return all equipment. 

 

XX. STAFF TELEPHONE CALLS 

Notice of incoming calls, except in an emergency, will be placed in staff mailboxes.  For your 

convenience and privacy, a staff telephone is located in the staff lounge. Cell phones should be 

turned off and put away during work hours.  Refer to the Employee Discipline Code. 

 

XXI. STUDENT and STAFF DRESS CODE 

Both teachers and students are to follow appropriate dress codes.  The dress code for 

McDowell Staff is business casual.  Teachers please . . . No Jeans, No Capris, and 

absolutely no Flip Flops! No midriff should be exposed. 

 

XXII. SUPERVISION OF STUDENTS 

Students must be supervised at all times.  Never leave students alone in the classroom 

under any circumstances.  Establish a buddy system for emergency cases. 
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All teachers should walk to the entrance to receive your students in the mornings.  At the 

end of the day, walk with your students to the exit doors for dismissal.  The bells are 

working.  Synchronize your watches to the office clock.  Do not leave your classroom 

until the bell rings. 

 

XXIII.  SUPPLIES 

 The McDowell Supply Request Form is to be used when you are in need of supplies.     

 The form is available on the office bulletin board.  Place completed checklist in Ms.   

White’s mailbox.  She will issue your supplies to your room the following morning. 

 

XXIV. TEACHER ATTENDANCE 

Your regular attendance at work is vital for the smooth operation of the school program.  

Continuity of the classroom instructional program is essential for the progress of 

students.  Your students need you.  A sub cannot take your place.  If you must be absent 

please follow the procedures outlined in the McDowell Teacher Handbook. Do not leave 

a voice message.   Dr. Hood is the person who approves leave.  It is your 

responsibility to make sure that Dr. Hood is aware of your request for leave. 

Continue calling the school until you reach a person.  Remember, our attendance goal for 

staff and students is 96% or better. Each individual is personally responsible for using the 

swipe card to sign in and out each day.  Never swipe for anyone else,  (this is against 

Board policy).  Please make this your first priority when you enter/exit the building.  

Remember, failure to sign in and out each day can result in the loss of pay for the 

days in question.  

 

XXV. TEACHER PREPARATION TIME 

Designated teacher preparation times are for quality educational planning.  Shared 

planning time has been arranged to facilitate grade level collaboration.  Schedules will be 

provided.  Preparation time is not to be used for lunch. 

 

XXVI.  TIME DISTRIBUTION SHEETS, FIRE and DISASTER DRILL   

All of the above should be posted in your classroom.  Time distribution sheets should be 

completed and posted immediately and should reflect the required  minutes of instruction. 

 

XXVII.  TOILET RECESS 

 Teachers, work together to establish a toilet recess schedule to avoid unnecessary wait    

 time. 

 

XXVIII.  TRANSFERS IN/OUT 

Students who transfer in must have an emergency form. Do not accept a new student in 

your room without a copy of the emergency form.  Records of students who have 

transferred out should be completed immediately and sent to the office upon request. 

 


