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Thank you for agreeing to be an observer in our grant-winning classrooms.  You are an integral part of the Small Grants Program and a very important link between the Chicago Foundation for    Education and Chicago Public School grant recipients.

CLASSROOM VISIT INSTRUCTIONS

1. Please read the Classroom Visit Procedures carefully.  If you have any questions please call 

 Nedranae Hunt at 312-670-2323.
2. The possible amount for each Small Grant was $500.  Also,100 teachers were awarded a $100 Character Education Bonus, which will be  indicated on the teacher information you receive. Please ask about the materials bought with this Bonus and ask about the Character Education components of the grant during your visit.
3. Call your teachers and email our office at nhunt@cfegrants.org  as soon as possible.  It is often easiest to reach teachers at school between 8:30 – 9:00 a.m. or 2:30 – 4 p.m. If you cannot reach the teachers at school, call or email them at home.
4. Note that CFE recommends that you visit the schools with a partner. This is also a great way       to recruit new volunteers!
5. The teacher assigned to you signed up to be observed on a specific date.

6. Your Classroom Visit Report forms are very important.  They tell the status of the project, help identify outstanding teachers and projects for our annual Workshop, and help CFE evaluate the impact of these grants.

7. Please ensure that your Classroom Visit Report form is returned to the CFE office by Friday, June 6th.  You can return by mail or fax at 312-670-2029. 
8. If you would like to follow-up your observation with a note to the teacher, please feel free to do so.

9. Please make sure that you have received and printed a copy of grant with the teachers’ contact information and that you download and print all three of the following from our website:


- Classroom Visit Procedures



-Classroom Visit Instructions



-Classroom Visit Report 
10.  Anytime you have a problem, call Nedranae at (312) 670-2034. 

One last and very important thought: It is imperative to remember that our main function is to support these teachers and not to critique and judge them. Thank you again for being part of our observation team.

Tricia Hagenah
Observation Chairperson
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