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I.  Mission and Vision

What does it mean to be a Chicago Talent student or teacher? 
At Chicago Talent, it is essential that all members of our school community work together 
towards one major goal.  Our goal is to create a nurturing and motivating learning community 
where everyone is challenged to use their unique gifts and talents to his or her highest 
potential.  This means that more important than anything, we need to know each other as 
individuals.  As a community of teachers and learners, it is also important for us to prepare 
our students for college, career, and civic life.

Since we will all work together towards our goal, it is important that we use common 
language, strategies, and systems to engage our students and staff.  The purpose of this 
guide is to give you some tools needed to work as a school team.  This toolbox is a living 
document that can be modified and improved based on teacher input.  It’s important that we 
work together to create a community of ambitious, collaborative, courageous, respectful, and 
responsible young adults.  

Let’s get started!

II.  Bell Schedule, Hallway Transitions, Morning Meeting, and SSR

What should I do when the bells ring to end class? 
One simple method to create a sense of community and trust with your students is to great 
them at the door.  Not only does it give you the chance to begin to take attendance (mark it 
on a clipboard, to shorten the amount of time you are sitting behind a desk at your 
computer), but you can also “scope out” your students.  It allows you to assess their 
emotional levels so that you know who is ready to be challenged and who may need a 
compliment.  Sometimes, a student may be upset while entering your room.  By greeting her 
you may help change her attitude, or she may open up and let you know what’s happening in 
advance.

In addition to adding to a sense of community by greeting your students, adult presence in 
the hallway is always needed.  Despite our efforts, our students are teenagers whose 
hormones make it easy tease, flirt, or get angry without much notice.  Because our hallways 
are filled with teachers encouraging them to hurry to class, the likelihood of an issue to arise 
is lessened.  It is our responsibility to keep our classrooms and hallways safe.
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Tips for greeting students at the classroom door: 
 Ask how their day/evening/weekend went.
 Compliment new hairstyles, accessories, or other things that you notice about a student; the 

more detailed, the better!
 Use visual cues to initially address uniform concerns.  

o Try showing your own belt, or wrapping your hands around your waist instead of 
asking “Where’s your belt?”

 Use friendly commands to encourage students to fix uniform mistakes or getting missing 
supplies

o “What are you doing wearing those stylish jeans?  You know I need my Chicago 
Talent students to be dressed in black pants.  Quick!  Change it up before the bell!”

o “While I love the Bulls, you know I can’t have you in my room until your hat is in 
your locker.  Hurry!  You still have time!”

o “Wait?  Do you have your notebook?  Go get it, you still have time!”
o “I know that I’m not seeing one of my most amazing students entering without a 

pencil?!?  Quick!  Back to the locker!”

What should I do when the bells ring to start class? 
One of the most important methods for managing your class is by beginning class right away, 
and letting students know what is going on for the day.   While we are all unique educators, 
using similar systems can support the growth of our students and maximize the amount of 
time spent on learning.  At Chicago Talent, every class period should begin with the door 
closing at the ring of the bell and students working on a Warm Up that engages students, no 
matter their prior attendance.  

Although many teachers like to use the Warm Up as HW review or diagnostic time, it is the 
belief of Talent Development that students should be engaged, not stumped.  We want to 
start the class with a positive.  This means that your Warm Up should get them thinking about 
things.  In addition to puzzles, journals, and open-ended writing prompts, questions from 
Sample Explore Tests cover content that our students should already know.   If it is essential 
for you to ask a review question, then you add it as a Warm Up Part 2.  This way all students 
have no excuse for not beginning right away. 
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Tips starting class right away:
 Have a bin where students submit work, so you do not have to collect it.
 Have a bin a scratch paper or loose-leaf for students without supplies (no excuse to opt 

out).
 Determine a system for students who do not have a writing utensil.

o Will you sell, trade, or refuse pens/pencils to students?  BE CONSISTENT WITH ALL 
STUDENTS!

 How should students sharpen their pencils (be clear or they will sharpen while you or a 
student is explaining a question).

 Use a clipboard and walk around to check student progress on the Warm Up.  You may also 
want to spot check for HW.

 Post a daily agenda so students can read and prepare for the day.
 Post the day’s HW assignment so students who finish the Warm Up early can copy it into 

their Student Planner.
 Have a system for absent students:  Posting folders on the wall for each day of the week 

and put any worksheets that absent students missed in the folder.  Refer the students to 
the wall when they asked what they missed.  

How should I end class? 
When teaching high school students, it is important that they respect you more than the bell. 
One way to establish this respect is to be diligent of the clock throughout the class period 
and keep your transitions tight.  Another method for earning respect is to make sure that you 
stop class soon enough for you to dismiss your students and say goodbye.   

If you struggle with time, assign a student to be a timekeeper and notify you when 8 minutes 
remain to class.  Or, you may want to set your own personal alarm to let you know, “wrap it 
up!”  Teachers are given timers to use in their classroom.  Be creative and use countdowns to 
let students know you are counting down to a level 0 (see CHAMPS description, p. 11) 

It is important that you leave some transition time at the end of class so that students have 
time to reflect and prepare for the next period.  At Chicago Talent, we support student 
closure and reflection by using Student Planner books and Exit Slips.  It is essential that you 
give your students enough time to record HW assignments.  We must teach them to take the 
time to write them down.   You can work with your grade level team to agree upon common 
language to use. 
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Exit Slip Tips:
 Considering creating an Exit Slip/ Warm Up log where students put all Warm Ups and Exit 

Slips for the week.  You can collect and view them daily, but wait to grade until the end of 
the week.

 Have a bin where students submit work, so you do not have to collect it.
 Look for ACT problems aligned with your content – only give students 2 minutes, 

explaining that they need to move quickly on the ACT.
 Use 3-2-1 statements (3 new words, 2 things you still have questions about, 1 thing that 

was fun/ interesting today).
 Post diagnostic questions that will let you will give the students again on a unit 

assessment.
 If you are short on time, have students show you that they’ve written the HW down in the 

Student Planner before they can exit.
 If you have extra time, have the students exchange their exit slips with each other to 

critique or add information.

How long are hallway transitions to lunch and class? 
Transitions between classes are three minutes.  Both teachers and students have 30 minute 
lunch periods, including transition time.  This means that if students take three minutes to 
get to lunch and three more back to class, they will have 24 minutes to each lunch.

What is Morning Meeting?  How do I run it? 
Morning Meeting (MM) time is time set aside for students to work on their socio-emotional 
skills, learn more about virtues, and prepare for college and career.  It takes place in the 1st 
Period teacher’s classroom.   All teachers with a 1st period prep are assigned to share the 
responsibility with another teacher.  Your classroom needs to establish procedures for 
transitioning to Morning Meeting.    

The following tasks need to be done establish a successful Morning Meeting 
Routine:
● Create a bulletin board or wall space that your MM class can use to post their compliments 

or products that they make in the lessons.  Students look forward to seeing their work 
posted, especially when it’s artistic.

● MM starts with a “How Y’A Feeling” sheet that students complete with a whiteboard marker.  
Assign one student the responsibility of distributing the sheets, one for distributing the 
markers, one for collecting the sheets, and one for collecting the markers.  This part of MM 
should be less than 5 minutes.

● The 2nd part of MM is the Compliment Circle.  You can use popsicle sticks, or just shuffle 
the “How Y’A Feeling” sheets to select a student who will receive the compliments for the 
day.  You can ask for a volunteer to start, or start yourself.  It will help our students to learn 
how to value students for virtues by hearing teacher compliments that have depth and 
focus on the virtues.

● The 3rd part of MM is a planned lesson that will be provided to you by the school 
counselors or a City Year Team member.  You will receive these lesson plans at the 
beginning of the week and should send questions you have to the author.
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What is SSR?  How do I run it? 
SSR (Silent Sustained Reading) is 20 minutes set aside for students to read for fun.  It will take 
place in the 2nd Period teacher’s classroom.   All teachers with a 2nd period prep will be 
assigned to share the responsibility with another teacher.  Your classroom needs to establish 
procedures for transitioning to SSR.    

The following tasks need to be done establish a successful SSR Routine:
● Create a bulletin board or wall space for SSR.  You should post and maintain the posters 

given to you by Ms. Besida.  You can also post Book Reviews here.

● All students need to get the specific book they are reading (it should be written on the 
“What Are We Reading?” poster.  Put all these books in one basket, or on one shelf so all 
students have their book within 30 seconds.  Use a timer, play a short song, or make it a 
contest to encourage students to transition quickly.

● All students need to record the pages they have read on a Reading Log.  During the first 
few weeks of school, be sure to model how to do this for your students using the 
document camera.

● Assign one student the responsibility of distributing (at the very start) and one for 
collecting the Reading Logs (when one minute remains).

● Students need to know how and when to submit their log to you once they complete a 
book,  (at the beginning or end of SSR?).

● After a student has submitted their Reading Log, they should receive a Book Review form to 
rate the book and prove that they read the book.  Students may use SSR time to write their 
Book Review, or can take it home and return it.

● Students need to know how and when to submit Book Review forms.

● Once a student completes a Book Review, they receive an Award Certificate and you add 
their book to the tally in the Google Doc titled SSR Reading Challenge.  This data will be 
used towards a school-wide incentive, so it is essentially that you update the document 
weekly.

III.  Academics

What is my role in Service Learning? 
In addition to having a school-wide Service Learning Day once or twice a school year, 
students should be exposed to various opportunities to give service.  One way to support our 
students in finding these projects is by searching for, informing, or offering Service Learning 
occasions for them.  If you lead a club or a team, you may want to use a service project as 
one of your teambuilding activities.  Another option is to identify a few students who share a 
passion similar to you, and to do something together (i.e. clean the neighborhood, visit a 
retirement home, organize a non-violence rally, etc.).  Students should report their acquired 
Service Learning Hours to their counselor and must not forget to obtain signatures and 
statements from their supervisors.

What is my role in Credit Recovery? 
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As educators we understand that every student learns at a different pace.  Acknowledging this 
truth was one of the forces behind teacher teams establishing weekly mandatory office hours 
for students.  With the support of the counselors and parents, many students who were 
struggling ended the class successfully because for every class they were failing, they stayed 
after school for at least one hour a week.  

However, there are still students who will fail classes due to challenges with organization, 
attendance, or personal issues.  In order to support these students, this spring, we will offer 
Credit Recovery classes after school.  Teachers will be asked, or may volunteer to teach these 
courses for an extra stipend.

How do we support our struggling students? 
While mandatory office hours, credit recovery classes, and summer school are all valid 
methods for supporting our students, they are not all that we do at Chicago Talent.   In order 
to identify students as struggling, we collect data in three key domains and analyze in weekly 
team Early Warning Intervention (EWI) meetings.  

Using the Diplomas Now methodology, we track students’ attendance (including tardies), 
behavior (this includes emotional outbursts), and coursework (Power School), or the ABC’s.  
Students are then ranked based on the amount domains in which they are struggling.  
Teachers work with their team to develop systems that support groups of students who have 
the same challenge (i.e. tardy to class), and create individualized action plans for students 
with more severe or specific needs.  Each teacher team is given a PRIMM (Pre- Referral 
Intervention Manual) book to assist them in thinking for more creative strategies for 
supporting our students.  It’s important to remember that students like to feel successful; if 
we only penalize negative actions, we are not giving them enough incentive to do positive 
things.

Furthermore, it is essential that all teachers work together to remain consistent with routines 
and habits that will help our students to be successful at Chicago Talent, and in their future 
endeavors.  By assigning homework and reviewing it in class, being clear about your Make 
Up/ Late Work policy, and supporting students in correctly and consistently using their 
Student Planner.  Teachers who struggle to remain consistent should observe teachers who 
have the routine down pat.

What do I need to know about grades? 
It is important that you familiarize yourself with the Grading Policy listed on pg. 8 of the 
Student Handbook.  Although we give students letter grades, it is important that the grade a 
student earns reflects what the letter grade means, not just completion of assignments.   
Please note that we do not allow students to earn D’s, but instead push them to pass.  We 
believe that students who earn D’s and are promoted often struggle more in the next 
sequential course. 

At the beginning of the school year, departments will work together to establish how students 
will be evaluated in the class.  Homework and Final Exams cannot count for more than 10% 
each, but teachers should also consider assigning weight to quizzes, projects, exams, 
participation (students contribute to discussions and groups), and class work (students 
submit daily Warm Ups and in class assignments).   You can reference the Google Doc titled 
Department Grade Percentage Break Downs to see what weights last year’s departments 
agreed upon.
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Lastly, it is the responsibility of each teacher to update his/her grades on a weekly basis so 
that EWI meetings run smoothly and are based on real grades.  Although the team will work 
on interventions for students with multiple course failings, be sure to contact the parents and 
speak to the students who are failing just your class.  Besides focusing on failing students, 
you should also honor successful students, especially those who are successful on unit 
projects or exams.  Do not hesitate to use parents as your allies for homework completion or 
studying for tests.   If you wait until Report Card Conferences to speak to parents, you will 
loose valuable time to build a relationship and support your student.

The following tasks need to be done to support the Chicago Talent Grade 
Policy:
● Establish a percentage breakdown for specific types of work done for your class with your 

department.

● Determine a day that grades need to be current with your grade level team and UPDATE!

● Call parents of students who are failing or soaring in your class. 

● Review your grading system and the school’s policies with your students.

What is my role in standardized assessments? 
Before every standardized assessment at Chicago Talent, you will be briefed on your 
responsibilities by one of the coaches or counselors.  Depending on the day’s schedule, you 
will either be a administrator (the person who reads the instructions and facilitates the exam), 
or a proctor (an assistant who passes out and collects materials).  Every room will be assigned 
2 adults so that administrators can use the restroom and have someone who can leave the 
room should a question or an emergency situation occur.  Teachers should be supplied with a 
manual to administering the exam, as well as sharpened pencils, rulers, calculators, answer 
sheets, and test booklets.  All teachers are responsible for turning in those same items to the 
coach or counselor who is prepping for the assessment.

How do I handle a dishonest student?
As stated before, our job is to teach students, not punish them.  So, if you catch students 
cheating or being dishonest, it is important to not only find out why the student did it, but 
also to support the student so they do not choose to repeat the offense.  One way you can do 
this is by calling or scheduling a conference with a guardian.  It may even benefit you and the 
student to establish an action plan for the next time they are tempted to cheat.

Even though you will work to determine why the student was dishonest, it is still important 
that you follow proper protocols.  On pg. 10 of the Student Handbook, you will read that 
students should earn a 0% if it is proven that they have cheated.    Cheating and academic 
dishonesty are also mentioned on pg. 17 of the Student Handbook as level 2 offenses.  This 
means that you should complete a misconduct form after you have evidence of cheating and 
have had a conference with the student about their mistake.  See more about misconduct 
forms in Chapter IV.

IV.  Cardinal Behaviors

What are the school rules and virtues?  What do they mean to me?
At Chicago Talent, there are five rules that every teacher is responsible for enforcing and 
maintaining in his/her classroom.  The rules are based on the virtues and were written so that 
teachers can proactively and positively reinforce them.  Below is a chart that should help you 
with enforcing the rules. 
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Rule Example of student 
misconduct

Method/ language for addressing rule

Always and 
everywhere use 
professional language

● Ronnie says to a 
classmate, “man, you 
should have seen that 
sh**!”

● In the hallway you 
overhear a student say 
“F*** that b****!  She 
can’t take my man.

● Walk over to student at the next possible chance and say, “Ronnie, I know that 
whatever happened must have been very exiting, but remember school rule #1, 
professional language.”

● Notice that this student has much more emotion associated to her language.  
Ask her what is wrong, then reminder her to use professional language.

Resolve conflicts 
peacefully; use Keep 
The Peace and adhere 
to agreements

● During a whole class 
discussion, two 
students shout insults 
to each other across the 
room and one stands 
up.

● While students are 
working in groups, two 
students who are in a 
group together begin to 
argue.

● Stop the discussion and remind the students that we need to “Disagree without 
being disagreeable.”  If students continue/ ignore you, remind them “We use 
Keep the Peace here.  Do you two need a peacekeeper to lead you?”

● Walk over to the group; do not shout from across the room.  Ask the entire 
group, “Can someone please explain why the group is struggling to live rule #2 
and failing to adhere to the group activity CHAMP?”  After hearing what is 
happening, determine whether or not the group should be dismantled (trade/ 
reassign students new groups), or challenged (“I know that you guys are 
capable of working together, and in fact, can be one of the strongest groups 
because you all have so many opinion.  Let’s get together and show the others 
how to make it work.”

Rule Example of student 
misconduct

Method/ language for addressing rule

Follow CHAMPs 
guidelines and all 
teacher/adult 
directions

See more about 
CHAMPS on p. 11  of 
this handbook.

● A student talks while 
taking a quiz (C, level 
0).

● While working with 
partners, two girls 
begin to laugh and tell 
stories about the 
weekend.

● Walk over to the student and without using words show the number 0 with 
your hands and point to your CHAMP poster/board.  This shows the student 
that you are adhering to the correct volume level.  If the student continues to 
talk, squat to their level and then whisper your request for level 0: “Monique, 
I’ve asked you to live a level 0 out of respect for your classmates who need 
silence to concentrate.  If I have to warn you again, you will earn a detention.  
Please be respectful, I know it’s in you.”

● Walk over to the students and assess their progress.  

 If they are working, but talking off task, remind them of the CHAMP 
level 1 (whisper) and the need for them to respect others.  Remind 
them of what they can do if they finish early and congratulate the 
progress.  

 If they are not working and have no evidence of knowledge, focus 
on redirection.  Remember to keep a low level.  “Ladies, I heard that 
you had exciting weekends, but right now we are practicing XYZ at a 
level 1.  Let’s get started.  How about this question?  I’ll help.”

Remain professional 
by respecting people, 
places, and objects; 
refrain from horseplay

● In the hallway, two 
boys begin chasing 
each other and are 
acting goofy.

● A student throws a 
paper ball towards at 
the garbage, but past 
students.

● Address all students in the hallway near the students, “Ladies and gentlemen, I 
remind you of school rule #4: respect people, places, and objects.  That means 
hands to yourself.  Let’s be professional and get to class.”  If the boys 
continue, then repeat the process to the boys and state, “If I have to warn you 
again, you will earn a detention.  Please be respectful, I know it’s in you.”

● One method to prevent this situation is to establish the routine that all paper 
balls must be walked to the garbage.  Another prevention is to pick paper balls 
up from students’ desks before they even think about throwing.  Should it still 
happen, walk to the student who threw the ball and say “Why do you think I’m 
over here right now?  Did I really just see you toss a paper ball?  I know you 
know school rule #4: respect people, places, and objects.  That means no 
throwing objects. , “If I have to warn you again, you will earn a detention.  
Please be respectful, I know it’s in you.
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Come to class on-
time and prepared; 
have all your learning 
materials ready

● While standing at the 
door to greet your 
students, you notice 
one without his book.

● Students are tardy to 
class.

● Stop the student from entering the room.  Ask, “What am I going to ask you to 
turn around and go get?”  

 If the student responds correctly, reply, “Quick, hurry back before 
the bell rings.  I love to see you live the virtue of responsibility and 
school rule #5!”

 If the student doesn’t know, remind him, “You need all of your 
learning materials!  Quick hurry to your locker and back before the 
bell.  I know you can do it! “     

● Your responsibility as a classroom teacher is to motivate ALL students to arrive 
on time.  In between all passing periods, we will all be a nagging voice that will 
prevent most of our students from being late.  However, as soon as the bell 
rings, you MUST close and lock your door.  The Dean of Students will be 
performing hall sweeps to target students with tardy and truancy issues.  
Students will return to class with a hall pass from the dean.

How do we use positive incentives and Cardinal Cash to inspire and celebrate students?
As important as it is for us to have clear rules, expectations, procedures, systems, and 
consequences for our students, it is even more essential that we support and nurture their 
successes.  You can read about how we use Cardinal Cash as a “monetary” means to award 
positive behaviors related to the virtues on p. 11 of the Student Handbook.  On the next page 
is a chart summarizing what each virtue means, as well as examples of students “living the 
virtue.”  Your role as a teacher is to not only give students Cardinal Cash when you have seen 
them do a positive act, but also to assist your colleagues in recognizing the positives in all of 
our students.  

In order to encourage our students to earn Cardinal Cash, we have created a Cardinal Cash 
Catalog where students can redeem their cash.  As teachers, we should constantly be thinking 
of creative ways to treat our students.  While at team meetings, teachers can add prizes to the 
catalog.  Teachers can also encourage students to save their cash for more valuable prizes.  
You can find examples of monetary amounts students can earn on p. 12 of the Student 
Handbook.  However, there are still other ways that students can earn cash, it is to the 
teachers discretion.  Please be aware that the value we place on actions shows students what 
is important to us in order to be a successful school of students who live the virtues.
 

Virtue A student who lives this virtue will… 
Ambition
Having the desire and 
determination to initiate and 
achieve success

• Seek out the counselor for an after school program, Career Jump 
opportunity, or post-secondary planning

• Participate in Career Jump and share experience with fellow students
• Ask and answering challenging questions in class, at field trip, or during a 

presentation
• Take a leadership role in a club or organization
• Join a club/ sport in school or in the community
• Start a club or organization
• Develop and maintain short term success plans with an adult
• Able to state career/ college interests

Collaboration
Taking an active role and working 
together to achieve a common goal.

• Assist classmates with absent work
• Accept group roles and work collaboratively
• Assist with school-wide projects
• Help peers to resolve conflict; be a Peace Keeper
• Be a peer tutor
• Establish and maintain a Keep the Peace Agreement by working with 

peers and adults
• Give and accept feedback
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Courage
The ability to be brave and stand up 
for right   despite the challenge.  

• Walk away from a fight/conflict
• Ask to participate in a KTP session
• Ask the teacher/ adult to complete a reflection sheet in class to avoid a 

disruption
• Ask questions and for help when there is a lack of understanding
• Notify an adult if you need help with a personal issue
• Accept leadership roles (Cohort captain, student council, etc.)
• Intervene to prevent a peer from getting into a conflict
• Spend time with tutor or teacher for extra help
• Remind peers of the CHAMP
• Remind peers to use professional language

Respect
Accepting differences by Treating 
people, places, and objects with 
kindness and pride.

• Give compliments to others
• Greet peers, teachers, and visitors upon entry to building/ classroom 

(good morning/afternoon, welcome)
• Say please and thank you
• Can recite the mission and vision of CTD
• Clean up after self or someone else
• Use professional language (no profanity)
• Disagree without being disagreeable
• Show and lead by example involving issues of tolerance

Responsibility
Taking ownership for one’s own 
success while supporting and 
serving peers and the community.

• Maintain a student planner for every class, every day
• Track/ check on grades (the student catches a teacher error and 

respectfully addresses it)
• Wear full uniform every day
• Design a service learning project
• Arrive to every class on time
• Arrive to school on time daily
• Ask for work prior to an absence
• Attend office hours/ spend time with tutor for extra help
• Use relaxation techniques (counting, deep breathing, and mediation) to 

control emotions
• Seated in assigned seat, working on the bell ringer when the bell rings.
• Following CHAMPS without redirection
• Complete all HW assignments for a quarter/ semester/ year
• Show citizenship while representing Chicago Talent outside of the 

building (pick up liter, assist others, use professional language while 
wearing uniform on the street)

• Passing all classes 
• Obtain a GPA of 3.0-3.49 for the quarter/semester
• Obtain a GPA of > than 3.5 - the quarter/semester

What is the uniform policy?
As stated on p.13 of the Student Handbook, uniforms are provided through a vendor at 
Chicago Talent and all students must pick up uniforms during summer orientation.  For the 
safety of our school community, only students who can visibly be identified as Chicago Talent 
students will be allowed in the building.  Students are expected to dress and groom 
themselves neatly and modestly according to the chart on p.13 of the Student Handbook.

In order to establish the uniform policy at Chicago Talent, it is essential that ALL staff is 
consistent in maintaining the policy’s expectations.  If one teacher is struggling, we must 
help him/her.  When all teachers are on the same page, students know that we are a team 
that works together to develop successful students.  You are expected to be creative in 
addressing your students uniform in a way that will encourage them to be compliant, not 
aggressive.  DO: point to the uniform violation and encourage the student to “look 
professional.”  DO NOT: shout, “Take your hat off!  You look like a fool!”

What is CHAMPS and how do I use it?
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Throughout this manual, CHAMP has been referenced as a way to manage the conversation 
level in your classroom.  It is a Chicago Talent Essential that teachers use CHAMPS to 
communicate activity/ instructional expectations to students.  On p.14 -16, you will find the 
CHAMPS that the school will use to support students in the hall, cafeteria, and at assemblies.

With your grade level team, you will work to establish common language around CHAMPS for 
partner activities, test/ quizzes, group work, and other common activities.  In your own 
classroom, you may need to create specific CHAMPS for stations, labs, investigations, or other 
exclusive activities.  Below is a chart similar to the one on p. 16 of the Student Handbook, but 
with more details for teachers.  You can familiarize yourself with more details about CHAMPS 
by asking Ms. Norton or a coach for the book as a resource. 

C
Conversation

The beauty to the conversation levels is that they are numerical and can be represented visually 
with your hand.  One way to establish a level 0 in your classroom is to countdown from 5.  When 
you get to 0, students should be silent, or a level 0.
● Level 0    Silence.  Test and Quizzes.

● Level 1    Whisper.  Partner Work and Warm Up

● Level 2    Soft Conversation; the person next to you can hear.  Group Work.

● Level 3    Presentation 

● Level 4    Outside
H
Help

What should your students do when they need help?  Should they immediately raise their hand, or 
do they need to ask their entire group / partner first?  Maybe it is an activity where you give no 
help.  Students need to know what to expect.

A
Activity

A-Activity.  Students need to know what to do, how to submit their work, and what to do if they 
finish early. 
● What is the task and its objective?  Read p. 19-20.
● What is the end product? Answer #1 on p. 20 with your partner.
● Why are we doing what we do?   Be prepared to present.
● What is expected of us?    You will turn in work at end of class.
● What should I do if I finish early?  Assist other groups; start your HW.

M
Movement

Students don’t just sit.  We need to incorporate movement into our lessons, especially because 
they are 81 minutes long.  One way you can start simple stand up/ sit down activities.   These can 
evolve into “pick a side” or  “go to a corner of the room” assessments.  Once students learn that 
you will allow them to move around the room in a controlled manner, they will not feel so 
compelled to move on their own.

You may also want to build 30 second “brain breaks” where students can do jumping jacks, push 
ups, or just walk around the room so that they stay alert and seated for the remainder of the class.

P
Participation

Some teachers use this area to say what a participant does and does not look like.  Be sure to let 
students know what they need to do to earn credit for the activity.

How do we deal with students who break the rules?
Another way that we support our students to success is to remain consistent with how we 
deal with students who break rules.  You should familiarize yourself with the Discipline Policy 
described on p. 17 – 20 of the Student Handbook.  Pay particular attention to the Level 1 
Misconduct and Consequences because these behaviors require teacher intervention.  Your 
tone of voice, body language, and words will all impact how a student reacts to being called 
out for breaking a rule.  It is not a teacher’s role to escalate a student.  Only when a student 
refuses to calm down or continues to misact should the Dean of Students be called on for 
support.

In order for a student to be removed from your classroom, they had to have done one of 
two things:

1. The student continued to misbehave after a small conversation where the 
teacher stated what the student did wrong, restated the behavior that he/she 
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wants to see from the student, AND wrote the student a detention for the 
sequence of the behaviors.  Note: some behaviors (i.e. electronics) skip step 2.  
Please see the Student Handbook chart, p. 18)

2. A student performs a Level 2, 3, or 4 infraction.

V.  Student Attendance

What are my roles and responsibilities for student attendance and tardiness?
Although there are school supports for chronic tardiness and attendance, one of our roles as 
teachers is to know and understand our students’ needs.   This means that instead of simply 
punishing and providing consequences for late and absent students, we will also be seeking 
to understand the reasons.  Once a teacher or staff member has discovered the reason for a 
student’s truancy, the entire grade level team works together to support the student.  From 
morning wake up calls, to parent teacher conferences, there are many ways that we creatively 
address student attendance.

How do we support students who have attendance or tardy issues?
In addition to teacher teams determining methods for getting students here and on time, 
Chicago Talent has many other supports.  On p.23 of the Student Handbook you can read 
that City Year Core Members, the attendance coordinator, the counselors, and the 
Communities In School (CIS) Site coordinator all work with the principal, assistant principal, 
and dean to support frequently truant students.  

One way you can support the administration is entire your attendance at the beginning of 
every class period.  This allows the attendance coordinator to identify absent students from 
tardy and cutting students.  It is an expectation that all teachers enter their attendance within 
the first 20 minutes of class (30 for first period).  Many teachers use the Warm Up time to do 
this.  Others have assigned students to keep track on a clipboard so that the entry into 
Powerschool is more efficient.

VI.  Chicago Talent Teachers

Chicago Talent 10 Teaching Essentials
On the next page is a chart of 10 essentials to teaching that were determined by Chicago 
Talent staff.  All teachers will work to have these essentials to nurture a welcoming learning 
environment.  You will be held accountable for implementing these and should seek out a 
collaborative mentor/partner if you need help.  

Although the essentials are important to have in place, they are not all easy to establish and 
maintain.  Our coaches, mentors, and principal are all here to help you grow in your craft.  
Still, it remains your job to seek aid, admit when you need help, and accept feedback.   We 
will do our best to support you in developing your talents so that you want you can lead and 
develop our students to success!
Chicago Talent Development 10 Teaching Essentials

Teaching Essential Tips from others My Progress/ Needs

Objectives/Outcomes written 
on the board
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Objectives discussed with 
students

Agenda written on board & 
discussed

Warm-Up begins every class 
period

Lesson Plans up to date and 
available

Students have assigned seats 
and the chart Is posted in the 

room

There are at least 3 different 
learning activities included in 

the block lesson

The teacher monitoring 
student engagement by 

circulating around the room 
and using proximity

The students being assessed 
for mastery on the 

instructional activities

The teacher consistently 
addresses student behavior 
using the common school 
rules and discipline policy 

steps
There is homework assigned 

a minimum of 2 times per 
week and completed outside 

of class.

The environment appears 
“living” (current student work 

is walls).

EWI Snapshot
When reading about the supports that we provide for students, you read about EWI (Early 
Warning Intervention) meetings.  Below is a snapshot of the data that the team will look at the 
identify students struggling with the ABC’s.  Take notes on this page to help you be your best 
at participating in EWIs. 

15Attendance (A) Yellow for means 86- 90%.  
Red means < 85%.

Tardies   100% means the student has 
NEVER been tardy. Yellow means on time for 
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Course Performance (C) 
Yellow for means < 80%.  
Red means < 70%.   

Students with > 1 red are  
failing 50% of classes and 
are targeted.

Behavior (B) This school year, we will assign point values to 
specific levels of infractions.  Yellow means students who 
earn 2-3 points in 2 weeks or 4-6 in a month.  Red means 
students who earn 4 or more points in 2 weeks or more than 
7 points in a month.
 Level 1  1 point

 Level 2  2 points


