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Essential Question

How can we use the optimal 
combination of low- and high-tech 

tools to maximize our impact as 
instructional leaders? 



Respond in Chat

What’s your favorite notetaking tool?



An Overall Plan

1. Write on paper most of the time

2. Digitize for safekeeping + search

3. Have ONE main place

4. Use purpose-built tools



4 Types of Pen-and-Paper Writing

• Daily planner
• Meeting notes
• Observation notes
• Notes to teachers



Having “One Main Place” for Info

• Appointments » Calendar
• Notes » Notebook » Evernote
• Observations » Repertoire
• Tasks » To-Do List



Planning Your Day & Taking 
Meeting Notes



ILA Member Planners



Monthly Planner Workflow

• Print & bind
• Use daily
• Digitize as needed
• Archive in Chronological File



Inside The Planner



Digitizing Handwritten Text

• Phone cameras are faster & more flexible than scanners

• Text and handwriting recognition are now quite good

• Use page headings with date, meeting name, participants

• Don’t organize—rely on keyword search



Paper Notes Are Better In Class



Why Use Paper?

• No learning curve—you’re ready
• No technical difficulties
• Always available
• Least rude in a meeting

Drawbacks: No Search or Backup





Why Avoid Electronics?

• Avoids status implications
• Easier to avoid distractions
• Sets a good example for participation
• Fewer generational & cultural issues



Observation Notes



Evaluation Organizer Spreadsheet

PrincipalCenter.com/eval



Observation Notes: Description

• Factual descriptions
• Verbatim quotes from teacher + students
• Timestamps
• Diagrams & tallies as needed



Paper Notes: Seating Chart

• Who’s in the meeting
• Where each person is sitting

• Who says what
• Action items

Tip: Use Initials



Observation Notes: Timestamps

• Start time for each activity

• Elapsed time

• Student/teacher talk time

• Overall flow of lesson

Tip—Start each line with minute:

 9:34 T: “Please take out your notebooks…”



Timestamps in Repertoire



Observation Records

• Classroom Visit Notecards
• Repertoire Observations

• Google doc per teacher
• Spreadsheet for all staff

PrincipalCenter.com/notecards



School Logo Notecard Template

PrincipalCenter.com/logo



Search Your Phone’s Camera Roll



Save Handwritten Note Text



Electronic Notepads: reMarkable



Electronic Notepads: Kindle Scribe



Hybrid: Rocketbook

• Special reusable material
• Water-erasable pen
• Scan with app



Evernote + Paper

• Excellent scanning app for phones
• Excellent search/organization features
• Excellent app interface for taking notes



Ramping Up with 3 Cycles



Using Repertoire for 
Observations & Writing



How Repertoire Helps

• Determining which 
teacher to visit

• Keeping evaluation 
criteria in mind
• Taking detailed notes
• Re-using common 

phrases in Snippets

• Writing summaries
• Writing observation 

reports
• Writing final 

evaluations
• Digitizing notes

• Saving photos



Repertoire Key Features

• Next Up & Notecards

• Create, Search, & Pin Snippets

• System Snippets, including teacher evaluation criteria

• Rapid notetaking with Timestamps

• Send as Email, Save as Observation, or Convert to Template

• Templates, including Final Evaluation Builder



Try Repertoire Free

PrincipalCenter.com/repertoire



Who Should I Visit Next?



Choosing A Teacher

• Use with notecards if you prefer
• Type name & select OR
• Click Next Up
• Click repeatedly to scroll through list



Next Up & Notecards Together

• Notecard on top of stack OR Next Up recommendation

• Return notecard to bottom of stack when visited

• Return to top of stack if missed

• Keep roughly the same order each cycle



Take Detailed, Timestamped
Observation Notes



Find & Pin Relevant Criteria



Search by Keyword or #



Turn Frameworks On/Off



Use Snippets Or Edit Text
Directly in the Note Box



Save & Reuse Your Favorite
Feedback Phrases



Save & Reuse Your Favorite
Feedback Phrases



Send As Email, Copy, or
Save As Observation



Use Templates for Fast, 
Precise Writing



Use ChatGPT Prompts









How To Get Started

• Send us your staff roster: First Name, Last Name, Email

• Turn on your evaluation criteria or send to us

• Print the Classroom Walkthrough Toolbox

• New school? Request a new account

justin@principalcenter.com



Try Repertoire Free

PrincipalCenter.com/repertoire


